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PREFACE 


Since writing was first invented, man has attempted to develop 
systems of taking down the words of others as rapidly as they were 
spoken. Some of these attempts have been highly successful and their 
inventors have contributed much to man’s progress in the field of rapid 
writing. 

With the development of modern recording devices, which not only 
reproduce the speaker’s voice but also his points of emphasis, the need 
for thousands of hours of study to become a verbatim reporter has 
practically ended. The businessman, however, still needs someone in his 
office to take care of callers, file his correspondence, keep his appoint¬ 
ment calendar in order, and answer his telephone. If he can employ a 
stenographer to do all of these things and also take and transcribe his 
letters, he will often use shorthand in preference to other methods. 

Thousands of young people and adults begin the study of shorthand 
every year. A large percentage of them never become able to take dicta¬ 
tion at business speeds because of the necessity of learning a new lan¬ 
guage. For too many this proves to be either too difficult or it takes too 
long. The high percentage of failures in learning the typical symbol 
systems is due largely to the inability of most students to learn symbols 
and to be able to write them rapidly. Failures are also due to the inability 
of many students to memorize brief forms and shortcuts. FORKNER 
SHORTHAND capitalizes on the fact that the student already writes 
longhand. The simplicity of the system leads to rapid learning. 

After a number of years of intensive research and experimentation, 
the inventor of FORKNER SHORTHAND has developed a system of 
writing that is based largely on what the learner already knows—how to 
write longhand. 

FORKNER SHORTHAND has utilized in its construction and de¬ 
velopment the major researches in vocabulary, speech sounds, letter 
frequencies, and machines which actually measure the writing time of 
longhand and shorthand symbols. 

FORKNER SHORTHAND is a scientific combination of longhand 
letters and a few symbols to form a system of rapid writing. The fact 
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that longhand letters are used for writing most words makes it easy for 
the student to learn to write FORKNER SHORTHAND rapidly and to 
read it readily. The student no longer must read in one language and 
think in another. He no longer needs to memorize long lists of abbrevia¬ 
tions represented by symbols. The teacher no longer needs to spend long 
hours learning the system before he can teach it. FORKNER SHORT¬ 
HAND is based on what the learner already knows, and by a gradual 
process of simple learning steps he rapidly becomes able to take dictation 
at business rates. The teacher learns the system as he teaches it—it is so 
simple. 

A large number of dictation tests were given to high school students 
and adults to determine how rapidly different people could take dicta¬ 
tion in longhand. With very little practice, many could write at forty 
words a minute or better. FORKNER SHORTHAND requires about one- 
third of the motions used in writing longhand. Therefore, it has a poten¬ 
tial rate of about three times one’s longhand rate. Many have found it 
easy to reach rates of 120 words a minute. 

FORKNER SHORTHAND is the first shorthand system to utilize 
what is known about how people develop skill in taking dictation and 
in transcribing. Students take dictation and transcribe business letters 
from the first week. They learn the theory of the system while they learn 
to take and transcribe business letters. 

Each lesson that presents principles consists of reading exercises 
that are designed to help the learner to discover principles for himself 
instead of the traditional plan of having the student learn the rules and 
then to attempt to put them into use. 

Dictation and transcription lessons appear frequently throughout 
the text. These dictation and transcription lessons are designed to de¬ 
velop high transcription and dictation skills, including spelling, English, 
and punctuation. 
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Note: i and 

j are undotted and t is not crossed. 


Writing final letters: 
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CHAPTER 1 


LEARNING SHORTHAND 

Anyone who can write longhand rapidly and clearly can learn to 
write FORKNER SHORTHAND because the system consists largely of 
letters of the alphabet, which you already know. Learning shorthand, 
however, is more than learning how to take dictation or make notes 
from lectures or reading. Shorthand has little value unless the writer can 
read his notes rapidly and accurately. Shorthand has no value for the 
stenographer unless he can spell correctly, use proper English and punc¬ 
tuation, and typewrite rapidly and accurately. The assignments in this 
textbook and the accompanying study guide are designed to develop all 
these skills. 

In order to develop good shorthand skills, it is necessary to do a 
great deal of practice of the right kind. Among the skills to be developed 
in learning shorthand are; 

1. Learn to avoid writing extra strokes when writing longhand let¬ 
ters. Note how the longhand letters are written on the opposite 
page. Practice writing each of the letters sliown until you break 
old habits of writing and until you have developed new ones that 
you can write at a rapid rate. 

2. Learn to listen for the sounds you hear and write only those 
sounds. For example, write only one t in the word letting and 
only one e in the word seeing; write only f-r-a-t for the sounds 
in the word freight; write only d-o for the sounds in the word 
dough. 

3. Learn to transcribe shorthand notes rapidly and accurately. Turn¬ 
ing shorthand notes into longhand or typewritten copy is called 
transcribing. 

TEXTBOOK AND STUDY GUIDE ASSIGNMENTS 

Learning takes place best when a systematic plan of assignments is 
followed. In this textbook there are three kinds of assignments: (1) 
homework assignments; (2) class assignments; and (3) study guide 
assignments. 

1 
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Assignment numbers followed by the letter H are generally ex¬ 
pected to be done as homework or at least before the other assignments 
are attempted. Instructors should make certain the H assignments are 
done either in class or for homework. 

An assignment number followed by the letter C means these assign¬ 
ments are to be done in class. Home-study students will, of course, do 
all assignments in the order in which they are given in the textbook and 
the study guide. 

Study guide assignments may be done as homework or as class 
assignments. Students in day classes should do the study guide assign¬ 
ments at home. Adult classes may do these assignments in class. If 
study guides are not available, proceed to the next assignments. 

The study guide assignments consist of self-tests that give additional 
drill and practice in reading and writing shorthand. These assignments 
also present many new words for vocabulary development. The study 
guide also contains a series of examinations to be administered by the 
teacher. Home-study students will complete the study guide examina¬ 
tions at the times indicated and send the completed examinations in 
for correction and comments. 

RULE DISCOVERY 

When a learner discovers a rule for himself, he does not have to 
“learn” the rule, he remembers it better, and he learns to apply the rule 
better than if he must first learn the rule and then learn to apply it. Each 
writing rule in this textbook is presented first by showing how the rule 
applies to the writing of words. The learner is then expected to discover 
the rule for himself. 


RULE DISCOVERY FOR WRITING THE SOUNDS OF 
_A; SHORT^ SOFT£; LONG£ ANDJ 

ASSIGNMENT 1 H — Rule Discovery. Read the following five 
groups of words and try to discover the rule for writing each group of 
words without referring to the rules that follow the words. When you 
think you have discovered the rule for a group, write the rule in your 
shorthand notebook and then check to see whether you have made the 
correct discovery. 
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SOUNDS OF A 
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SOFT £ 
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face 

race 
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circle piece-peace nice 

slice rice 




LONGJ_ 
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drive 

file 

size 

sign 
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Xi 
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Iaa Lip 

date 

rate-rat 

get 

set settle 

light 

try type 


WRITING RULES 

A Write above the line of writing for all sounds of a. 


The symbol ^ for a is used because it takes too long to 
write the longhand a every time it occurs. Also, the symbol 
can often be omitted when writing familiar material or 
when the context of the sentence tells what the word is 
without the symbol. For example, when writing the sen¬ 
tence, He can drive the big car, the symbol for a can be 
omitted in the word car, and the sentence can still be read. 



4 


Chapter 1 


Learn to omit symbols when the meaning is clear without 
the symbol, but symbols are usually inserted when writing 
lists of words or unusual words. 

When writing any symbol, write the symbol first if it is the 
first sound. Write the symbol last at all other times just as 
you go back and dot an i and cross a t when writing long- 
hand. 

Some words contain an a sound even though the word is 
not spelled with an a. Examples: sleigh, freight, neighbor. 

SHORT E Omit e when the short sound of e occurs in the body of a 
word. 

The letter e has two basic sounds: a long sound,as in need 
and deed and a short sound, as in red and said. Most words 
ending in the letter y also have a long e sound at the end as 
in ready, needy, and funny. The longhand e is always writ¬ 
ten except when it has a short sound in the BODY of a 
word. 

SOFT C Write the longhand s when c has an s sound. 

A basic principle when writing shorthand is to write the 
sounds you hear. Some consonants, such as c, have more 
than one sound. The word circle is a good example of two 
sounds of the consonant c in the same word. The first c 
has the sound of s^as in the word sermon; therefore, write 
s for the first c. The second c has a hard sound,as in the 
word car; therefore, write a c. 

LONG I Write an undotted / for all long sounds of i. 

The longhand / has two basic sounds: a long sound,as in the 
words file and my and a short sound,as in the words fill and 
kill. Always write an undotted / for all long sounds of /. 
The short sound of / is presented in a later lesson. 

T Write the t without the cross. 

SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as rapidly as you can read the 
printed words. 
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ASSIGNMENT 3 H — Writing, Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write the words in Assignment 1 H 
at the rate of five or more words every ten seconds. If someone can 
dictate the words to you after you have practiced them, you will make 
better progress. 

ASSIGNMENT 4 H — New Vocabulary. Words that occur often or 
are abbreviated in longhand are usually abbreviated in shorthand. All 
abbreviations must be memorized and practiced until you can write and 
read each one automatically. 

If a shorthand outline stands for more than one word, the reader 
must depend upon context to know which word to use. The following 
abbreviations appear later in this chapter. In all New Vocabulary assign¬ 
ments, abbreviated words are printed in italics. 

£ L It a l (J ^ J} ^ 

all at-it-to be-by can for go-good Friday he is-his-us 

v “ Ld' y\A 

o f the today side wri te-righ t 

Note: The abbreviation for at-it-to does not have the t crossed. 
The abbreviation for the is the cross of the longhand t and it is written 
above the line. The letter v stands for the word of because that is the 
consonant you hear. 

Cover the print of the words in Assignment 4 H and practice read¬ 
ing and writing them until you have memorized the words and until you 
can write them rapidly and accurately. 

ASSIGNMENT 5 H — Phrases. Joining two or more words when 
writing shorthand is called phrasing. Phrasing saves writing time. Cover 
the print of the following phrases and read and write them until you can 
do so rapidly and accurately. 

jj- JUl J^yC^ j2^ JLaA UC, 

can be for the he can he can see he is he said I can 

UM Lc£h UUT 

I can see of the to class to pay to settle to type 



6 


Chapter 1 


ASSIGNMENT 6 H — Speed-building Reading. The shorthand sen¬ 
tences below are designed to develop your speed in reading, transcribing, 
and writing shorthand. These same sentences are shown in print in 
Assignment 2 C. Practice reading the following shorthand sentences 
until you can read them accurately and without hesitation. 



ASSIGNMENT 7 H — Speed-building Writing. Practice writing each 
of the sentences in Assignment 6 H until you can write each sentence 
rapidly and accurately. A good way to develop high-speed writing is to 
take a sheet of notebook paper and place it directly under the shorthand 
sentence you wish to practice. With the shorthand copy in front of you, 
continue to write the sentence until you can do so without referring to 
the shorthand copy and until you can write each sentence without 
hesitation. 
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STUDY GUIDE ASSIGNMENT 

Turn to Unit 1 of the study guide and complete the self-tests there 
before you do the next assignment. If you do not have a study guide, 
continue to Assignment 1 C. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. In this class assignment prac¬ 
tice transcribing each shorthand sentence in Assignment 6 H until you 
can transcribe each sentence at your best typing or longhand writing 
rate. Do not number the sentences or begin a new line with each 
sentence. 

ASSIGNMENT 2 C — Dictation. The following sentences are the 
same as those in shorthand in Assignment 6 H. The sentences are marked 
off in groups of 20 standard words by placing the number of words in 
parentheses after each twenty-word group. A standard word contains 
1.4 syllables; therefore, 28 syllables are counted as 20 words. 

Have the following sentences dictated to you until you can write 
each group of 20 words in shorthand in 20 seconds or less. 

1. Fred said he can drive the red car to class. 

2. The light is right near the side of the car. 

3. Try to settle the rate of pay. (20) 

4. I can write for the right size of file. 

5. The date for the sale can be set today. 

6. He is ready to type the paper. (40) 

7. Ray said he can see the sign for the sale. 

8. I can see the need to pay for the deed. 

9. Even the red car ran a good race. (60) 

10. Get a piece of paper for the lad. 

11. He said he can sell all the rice at a nice price. 

12. He said Friday is Peace Day. (80) 

ASSIGNMENT 3 C — Own-note Transcription. Unless you can 
transcribe your own shorthand notes accurately, you have not learned 
your shorthand or you are not writing clearly. Select the best set of 
notes for each sentence dictated to you in Assignment 2 C and transcribe 
each sentence accurately at your best typing rate. 
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BUSINESS STANDARDS FOR ACCURA TE TRANSCRIPTS 

Business standards for accurate transcripts include; 

1. Every typing error is neatly corrected. 

2. Every word is spelled correctly. 

3. Every word is transcribed as dictated. 

4. Every sentence is punctuated correctly. 

5. Every rule of grammar is used correctly. 

CAPITALS AND PUNCTUA TION MARKS 

Capitalizing. Do not capitalize words that begin sentences when 
taking dictation. Of course, you will capitalize the first word of a sen¬ 
tence when you transcribe. 

When a word in the body of a sentence is to be capitalized as you 
transcribe, a small check mark may be placed under the word to show 
that you are to capitalize the word. In general, the check marks may be 
omitted because the transcriber knows that proper names are always 
capitalized when shorthand notes are transcribed. Capitalize the names 
of special days. Examples: Labor Day, Christmas. 

Period. Write an ordinary period at the end of a sentence. 

Question Mark. Write the question mark without the dot. 

Paragraphs. A paragraph in shorthand is indicated by writing two 
slanted, parallel strokes thus // . 

IMPORTANCE OF LEGIBLE, RAPID WRITING 

Clear, accurate, and rapid writing is very important when writing 
shorthand. Most people do not write as rapidly as they can because they 
have not practiced writing rapidly and they use unnecessary writing 
strokes. It is important to know how fast you write longhand in order 
to know what your top writing speed is in shorthand. 

ASSIGNMENT 4 C — Developing Writing Speed. To find your 
longhand writing rate, take a sheet of paper and write the following sen¬ 
tence in longhand as many times as you can in fifteen seconds. Then count 
the number of words you have written. Multiply the number by four. This 
is your longhand writing rate for one minute. Practice writing the sentence 
a number of times to see if you can double your writing rate without de¬ 
stroying the legibility of your writing. 

Speed Sentence: Fred will make sure each page will look very good. 
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RULE DISCOVERY FOR WRITING THE SOUNDS OF 
O; SOFT G AND ^ AND SHORTJ_ 

ASSIGNMENT 1 H — Rule Discovery. Read the following three 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


boat 

yellow 

offer 




gauge 


big 


notify 


<j u 


coat 


j 

local 


SOUNDS OF 0 

n. 


no-know 


old 


copy 

j 

ought 


follow 


got 





. road-rod-rode 

sold 

> 

iri 

4 

lot 

bought 

off 


or 


SOUNDS OF SOFT G AND J 



large 


edge 


garage 


/7 

page 


George 


yyi 

(7^- 

John 


Lrf 


SOUNDS OF SHORT / 

cLd JuiMi 


bill 


did 


editor 


fix 


r" 

give 


r 

little 



nU:^) 


J 

notice 




six 


Write 


office 

\NRITING RULES 

J on or below the line of writing for all sounds of o. 

The longhand o has three sounds. These are: (l)Long o, 
as in own, wrote, and know; (2) short o, as in odd, got, and 
hot; and (3) broad o, as in off, ought, and form. 

The sound of o in the word off is the same sound as the 
a in the word all. When one vowel sound is the same as 
another vowel sound, the spelling of the word determines 
which vowel to write. 


SOFT G Write an undotted j for all soft sounds of g and j. 
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Writing / for the soft sound of g follows the basic principle 
of writing the sound heard. The undotted j is also written 
for all j sounds in such words as jail and just. 

SHORT I Write a dot thus ' above the line at the place where the 
sound of short / occurs. 

SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write the words in Assignment 1 H 
at the rate of five or more words every ten seconds. If someone can 
dictate the words to you after you have practiced them, you will make 
better progress. 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and writ¬ 
ing the following words and phrases until you can read and write them 
rapidly. 

r 

put appear lady later-latter gave plan-plane-plain 

6^. a ip. 

I know to be to follow 

ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately and without hesitation. 






9 ^ 


U - cJ 


a 



ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 2 of the study guide and complete the self-tests there 
before you do the next assignment. If you do not have a study guide, 
continue to Assignment 1 C. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each 
shorthand sentence at your best typing rate. 
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ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 20 seconds or less. 

1. I know he bought the coat at the right price. 

2. The boat John bought today is old. 

3. Jane got the copy ready to be sold. (20) 

4. George gave the large page to the editor. 

5. Fix the gauge at the garage. 

6. I can offer a lot for the yellow boat. (40) 

7. The edge of the old garage is near the road. 

8. He ought to follow the local plan. 

9. Notify the local office. (60) 

10. No lad can sit by the rail. 

11.1 plan to follow the class later. 

12. Did he pay the big bill or did he put it off? (80) 

13. Give the nice little lady a piece of red paper. 

14. Did he get the notice to appear at the office today? (100) 

ASSIGNMENT 3 C — Own-note Transcription. Select the best set 
of notes for each sentence dictated to you in Assignment 2 C and tran¬ 
scribe each sentence accurately at your best typing rate. 

CONSISTENCY IN WRITING VOWEL SYMBOLS OR PHRASES 

Inserting vowel symbols in words that appear in context is largely a 
matter of individual preference and also a matter of being able to read 
readily what has been written. Joining shorthand outlines to form phrases 
is also a matter of individual preference. 

As the shorthand plates in this and succeeding chapters are read, it 
will be noted that the writer of the shorthand has in some cases inserted 
a vowel in a word, but later on the vowel may be omitted in the same 
word. This was done intentionally because the writer of the plates felt 
the need for the vowel in some sentences, and he did not feel the need 
for it in others. It will also be noted that the writer of the plates was not 
always consistent in joining words to form phrases because in some cases 
it seemed natural to do so while in others it did not. 

The flexibility in the use of vowel symbols and phrases is one of the 
important features of Forkner Shorthand. The more vowel symbols you 
can omit and still read your writing, the faster you will be able to take 
dictation. Phrase those words that seem to you to be easy to write and 
to read; avoid those phrases that seem difficult to write or to read even 
though they are illustrated in the textbook. 



CHAPTER 3 


RULE DISCOVERY FOR WRITING SOUNDS OF 
U-OO ; M; AND THE SYLLABLE MENT 

ASSIGNMENT 1 H — Rule Discovery. Read the following three 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


SOUNDS OF U AND 00 



\ 

cJ 

\ 


budget 

club 

cut 

dull jucfge 


U/ 

\ 



food 

tool soon-sun-son sooner 



P 


few 

figure 

June 

new-knew 

K 



(yunq 

\ 

could 

u 

full-fool-fuel 

turn 




M 

c_ 



J 

>7 

came 

mail-male 

man-main 


% 

tough 


c/ 

\ 

cool 


school due-dew^ 


secure 








many 


value 


may 


nL 


member 

men 

mill 

miss my 

name 




A. _ 

X 


same 

time 

money 

some-sum 




SYLLABLE 

MENT 


AAT) 

Cymo d. 


yL^yrn YylP 


cement 

comment commitment 

management mental 

payment 



WRITING RULES 


U-OO 

Write a short, slanted, downward stroke on or 

below the 


line of writing thus \ to express the sounds of u and oo. 


13 



14 


Chapter 3 


The letter u has four basic sounds: (1) the short u, as in 
sum; (2) the long u, as in rule; (3) the modified u, as in full; 
and the u before r, as in turn. Some words have the sound 
of u but do not contain the letter u, as in the words some, 
mother, and money. Remember to write the sound you 
hear. 

The double o has two basic sounds: (1) double o, as in 
fool, which is the same sound you hear in the word rule; 
and (2) double o, as in book or look, which is the same 
sound you hear in the word full. 

M Write a long, straight line thus -to express m. 

The long straight line is used to express m because m occurs 
frequently, and it takes too many writing strokes to write it 
in longhand. 

When joining two /d’s, as in the word member, make a slight 
jog between the two straight lines. Be careful to make the 
jog very slight, or it may look like the undotted /. 

MENT Write the longhand m to express the syllable ment. 

SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and writ¬ 
ing the following words and phrases until you can read and write them 
rapidly and accurately. Memorize the abbreviated words that appear in 
italics. 
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Cyn^t d _ )r\:x’ in ^ /UUz \ ' IM 

agreement cannot do more next not question secretary you able 

C/U) r^/tyd jY) jO^ LC/-n LiiJ? 

course dress grade late on pass I cannot to see for my 

Lctyr) — Lc>nnn LJJ 

I do not may be able could not on the to comment to mail 


ircy in 


XUUZ 


ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 



ASSIGNMENT 6 H - Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 
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STUDY GUIDE ASSIGNMENT 


Turn to Unit 3 of the study guide and complete the self-tests there 
before you do the next assignment. If you do not have a study guide, 
continue to Assignment 1 C. 

SPEED-BUILDING CLASS ASSIGNMENTS 


ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 20 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 15 seconds, 
which is 80 words a minute. 

1. The men may miss the plane next time. 

2.1 do not care to comment on the new member. 

3. The man may not miss the late mail. (20) 

4. I call for my mail by my name. 

5. The bill is due for the new dress. 

6. Could you secure the new course for the school sooner? (40) 

7. The dull tool could not cut the tough cement. 

8. More men came the same day to see the mill. 

9. Many may pass the grade at school. (60) 

10. The judge may question the value of the agreement. 

11. The management may be able to mail a payment today. (80) 

12. The new secretary of the club may secure the money. 

13.1 cannot cut the food budget for the new school. (100) 


ASSIGNMENT 3 C — Own-note Transcription. Select the best set 
of notes for each sentence dictated to you in Assignment 2 C and tran¬ 
scribe each sentence accurately at your best typing rate. 



CHAPTER 4 


RULE DISCOVERY FOR WRITING 
SYLLABLES CON - COUN ; DIS-DES; AND PREFIXES BE-^-^ 

ASSIGNMENT 1 H — Rule Discovery. Read the following four 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


K 

00 CP Lc, L/iU:. 

back-bake black cake kept key lack-lake rack-rake take-tack track 
SYLLABLES CON - COUN 

CyicLci Cdcm CVru\ CUe 

confer confess consider consign container counsel-council county 

SYLLABLES DIS-DES 

CM TlfP' JDW 

disable display desperate 

PREFIXES ^-DE-^ 

Ix&nr clxyiz<j cLcaj^ cL^ap 

belief believe decrease decree defer degree repeal return reverse 

WRITING RULES 

K Write the longhand c to express the sound of k. 



The longhand k has the same sound as the hard c in the 
word car; therefore, the easier-to-write c is used because this 
follows the principle of always writing the same consonant 
sound in the same way. The longhand k takes too many 
writing strokes and it occurs often. 

CON-COUN Write a capital C to express the syllables con and coun. 

DIS-DES Write a capital D to express the syllables dis and des. 

BE-DE-RE Omit the e in the prefixes be, de, and re. 
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ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 


ASSIGNMENT 3 H ~ Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 


ASSIGNMENT 4 H — New Vocabulary. Practice reading and writ¬ 
ing the following words and phrases until you can read and write them 
rapidly and accurately. Memorize the abbreviated words that appear in 
it3.1ics 

z/' o, M w’ 

before counter disagree discount dislike Earl 



fee lease it is 


L^rSl/y~ L(j 

I believe to go 


ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately and without hesitation. 




r LyC 




C Ji 









- .>7 z - a. Cl/ 


4 .. 


- 










6 . . 












7 . 


8 . 


L (Z<±^cA ^InyxJ I " €>). 

- £ 1 $J/rM c>, l ~ ^r. 


9. c - djjyo/ .y) 

in C<^ ~ CJ> \f~ dy 



■-M 
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11 . 

12 . 

13 . ^ 

14 . ^L_ 



ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 4 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 20 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 15 seconds. 

1. I believe I can reverse the decree. 

2. Can he defer the degree for Earl? 

3. Consign the car to the county council. (20) 

4. The container is ready to go. 

5. I confess I cannot confer today. 

6. The display counter is at the back. (40) 

7.1 consider he is desperate for a car. 

8. The fire may disable the black car at the back of the garage. (60) 

9. Can he return the deed or repeal the lease? 

10. Take the key of the car to the lake. 

11. He kept the rake at the new track. (80) 

12. It is my belief he can decrease the fee. 

13. Take the discount on the bill before it is due. 

14. I dislike to disagree. (100) 

ASSIGNMENT 3 C — Own-note Transcription. Select the best set 
of notes for each 20-word group dictated to you in Assignment 2 C and 
transcribe each group accurately at your best typing rate. 
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BUSINESS LETTER DICTATION AND TRANSCRIPTION 

The purpose of the assignments in this chapter is to develop the 
ability to take and transcribe accurate copy of business dictation at 
business rates. To produce accurate copy means that you know how to 
proofread your own work and how to correct errors neatly and quickly. 

The business letters in each chapter and in the corresponding appen¬ 
dix chapter are designed to review writing principles, increase writing 
vocabulary, and develop dictation and transcription skills. 

Each student should do all the New Vocabulary Assignments in 
each chapter and the Writing Assignments of each of the chapter letters. 
The corresponding chapter letters in the Appendix may be used as new- 
material dictation or as regular class assignments. 

The New Vocabulary for the letters that appear in the Appendix are 
designated by a number followed by the letter A. It is very important 
to learn to read and write all New Vocabulary words and phrases because 
they may appear in a later lesson. 

OMITTING VOWEL SYMBOLS 

In the examples of words to illustrate rules in the previous chapters, 
all vowels have been inserted. In the sentences in previous chapters, 
some vowels have been inserted and some have been omitted. When 
taking dictation, vowel symbols may often be omitted because the 
context of the sentence makes sense without taking time to insert the 
vowel symbol. 

In the following shorthand letters, many of the vowel symbols have 
been omitted. Do not hesitate to omit vowel symbols if you are certain 
you can read what you have written. 


ABBREVIA TIONS IN SHORTHAND 

In general, words that are usually abbreviated in longhand or that 
occur often and contain many writing strokes are abbreviated. There 
is no single rule to follow when abbreviating. Shorthand writers should 
develop their own special abbreviations for words that occur often. Some 
outlines that appear in this edition are different from those that appear 
in the advanced Forkner Shorthand textbook. Correlated Dictation and 
Transcription. Use the outline you prefer. 
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NEW VOCABULARIES 

ASSIGNMENT 1 H — New Vocabulary. Practice reading and writ¬ 
ing each of the new words and phrases for Letters 1, 2, 3 A, and 4 A 
until you can read and write each one rapidly and accurately. 

ASSIGNMENT 2 H — Writing. Practice writing the shorthand for 
Letters 1 and 2 until you can write each sentence rapidly and accurately. 
As you write each sentence, be certain you can read your own notes. 


LETTER 1. New Vocabulary and Phrases. 

— y y ^ _ Q_ 

am your below classroom dear if lower let me 

L^cl cL:j 

middle room sir told could be Dear Sir I do not see 




lam let me know Yours truly 


cU 





n. 






% - ^ 

_ / _ gyik/ c^cctr- _c 




JLnn, ■/ L — Ax .y) / u . 4 ?^ 


£L 



LETTER 2. New Vocabulary and Phrases. 




-< 2 ^^ cSiXL y<:lynn — 

Saturday clerk save up is not may not be able 


on time up to date to file to make 


to secure 
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LETTER 3 A. New Vocabulary and Phrases. 

qj’ 


■— (U 


are glad Monday people arrive also from meet-meat 


ruJ oL^ I—^ 

night older possible so-sew-sow Dear Miss for you I am glad 

L^W L^, uy>, u/ Uf 


1 may be able same time to know to do so to meet to your 


LETTER 4 A. New Vocabulary and Phrases. 


V ^ ^ YWU _ 

avenue company keep any as favor use (n.) any time 

I can get for your let us know may be glad to me to call 


STUDY GUIDE ASSIGNMENT 

Turn to Unit 5 of the study guide and complete the assignments 
there that deal with proofreading before you proceed with the remainder 
of this chapter. 
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SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1 C — Transcription. Practice transcribing each of 
the shorthand letters in Assignment 2 H until you can transcribe each 
letter at your best typing rate. Type the letters in the form shown in 
Assignment 2 C below . 

ASSIGNMENT 2 C — Dictation. The following letters are the 
same as those in shorthand in Assignment 2 H. Have each letter dictated 
to you until you can write each letter in shorthand at 60 or more words 
a minute. The numbers in parentheses in all the letter dictation exercises 
in this textbook indicate the number of standard words. The following 
table shows how to measure dictation speeds. 

60 WPM — 20 words every 20 seconds 
80 WPM — 20 words every 15 seconds 
100 WPM — 20 words every 12 seconds 
120 WPM — 20 words every 10 seconds 

Letter 1. Dear Sir: I question the new school budget on file at the 
local office of the school. You told me the price of the (20) new class¬ 
room for the lower grade could be cut below the price of the room for 
the middle grade. I do not see the (40) lower figure on the budget. Can 
your secretary let me know if I am right or if your figure is right? (60) 
Yours truly, (62) 

Letter 2. Dear Sir: I believe I can save the payment of money if I 
draw up a new lease. The old lease is not up to (20) date. 

The county clerk is not ready to make a new lease before Friday. 
You may not be able to secure the (40) lease if you cannot file it by 
Saturday. Let me know if you can be ready to file the lease on time. 
Yours truly, (60) 

ASSIGNMENT 3 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of at least one of the letters you wrote 
in shorthand for Assignment 2 C. Do not type the letters in letter form 
until you are instructed to do so. 

EXAMINATION 1 


Turn to page 117 of the study guide and complete the five parts 
of Examination 1 before proceeding to Chapter 6 of your textbook. 



CHAPTER 6 


RULE DISCOVERY FOR WRITING 
W-yim AND THE COMBINATION AWA 


ASSIGNMENT 1 H — Rule Discovery. Read the following two 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


W-WH 


war-wear-ware wage warm water we week-weak were 

yi jd ^ yn ycd yj ^ 

wet wheat wheel when where while white would-wood 





woman women 


work anywhere swim twice subway 


COMBI NA T! ON AWA 


L CL A 

await awake aware 


WRITING RULES 

W-WH Write a long, upward, slanted, straight line thus for the 
sounds of w and wh. 

The initial symbol for w-wh begins below the line so the 
next letter rests on the line. The words were and where are 
written the same way. Very few words that begin with w or 
wh are written the same way. Context tells which word is 
to be transcribed. 

AWA Write the two a symbols thus ^ for the combination aiva. 
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SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. Memorize the abbreviated words that 
appear in italics. 

^ / 

away like Mr. railway will-well dock film green 

load pretty reply saw tomorrow truck to take we are 

A 

we cannot will be would like 

ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately and without hesitation . 




L — [yCc. 


r / 
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ASSIGNMENT 6 H - Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 6 of the study guide and complete the self-tests there 
before you do the next assignment. 


SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 20 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 15 seconds. 

1. We saw the war film twice. 

2. Were we to take the subway to work? 
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3. He can drive the car anywhere when he can drive well. (20) 

4. The women will swim while we work. 

5. Where will the woman wear the pretty white dress? 

6. We will work when we get a good wage. (40) 

7. The women would like to swim where the water is warm. 

8. Will the little lad be awake when we arrive tomorrow? (60) 

9. We are aware we cannot sell the wheat when it is wet. 

10. Today Mr. Green said the men will be away a week. (80) 

11. We will await your reply before we mail the payment. 

12. He will drive the truck to the railway dock to load the wheel. (100) 

ASSIGNMENT 3 C — Own-note Transcription. Select the best set 
of notes for each 20-word group dictated to you in Assignment 2 C and 
transcribe each group accurately at your best typing rate. 
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RULE DISCOVERY FOR WRITING 
_H AND THE COMBINATIONS CH, SH, AND TH 

ASSIGNMENT 1 H — Rule Discovery. Read the following four 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


H 




-A 


— iy? 

hall-hail 

help 

her 

here-hear 

him hire-higher 

J 

7 

r 

J 


hold home 

hope 

hot 

hotel 




CH 




-ec. '’Ze aWiti 

chair 

/ 

charge 

check church attach ranch 

ir-\^YxjE 

Zee/) 



branch 

teacher 

future 

picture 




SH 






C1j& ^ 

shall 

share 

she 

/ 

shop 

cash issue 




— 

finish 

publish 


wish 

machine 
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h h’ 

them there-their they 

~h 

mother 

V^RITING RULES 

H Write a short dash thus to express the sound of h. 

Be sure to make the h dash short so as not to confuse it 
with the long line for m. Also note that h is joined to m in 
the words him and home by making a very slight jog be¬ 
tween the two; otherwise, the jog between the h and the m 
would look like an undotted /. 

When the h dash is joined to a consonant, it is faster to join 
the dash to the top of the consonant, as in the words hope 
and hot 

CH Write an h dash through the c to express ch. 

When writing ch at the beginning of a word, write the c first 
and then write the dash through the c, as in the words chair 
and check. When ch occurs in the body or at the end of a 
word, write the h dash first and then write the c through the 
h dash, as in the words ranch and teacher. 

SH Write an h dash through the s to express sh. 

TH Write an h dash through the t to express th. 

Joining the /? to f is done best by retracing the t part way 
and then writing the h dash, as shown in all the th words. 

Some writers prefer to write th thus , which avoids 

stops and starts. Either way is correct. 


TH 

this month with father 
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SPEED-BUILDING ASSIGNMENTS 


ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 


ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. Memorize the abbreviated words that 
appear in italics. 



YlV “1/ 



y&'no 

appreciate each 

enough have merchandise 

ship 

shipment 


in 




short signature 

that has buy 

made-maid-mad 

operate 


llJM- 

tag written this month we hope we shall we shall be 



^ /p’ y 

will buy will pay you will 


ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately and without hesitation. 


^ Zn , h -e . _ 





ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 7 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 


ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 
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ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 20 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 15 seconds. 

1. We hope you will have enough help to operate that nice new hotel. 

2. She has written her signature on each check. (20) 

3. We shall be short of merchandise this month if they hold the ship¬ 
ment. 

4. We shall publish the issue at a future time. (40) 

5. They made the payment for their share of the chair for the new 
church. 

6. This room is so hot the men cannot finish their work. (60) 

7. She will pay them cash for her new ranch home. 

8. She will buy a picture of the ship for her mother to put near the 
hall. (80) 

9.1 know she will appreciate all the help you can give her son. 

10. Her father has charge of a large branch office here. (100) 

11.1 wish they would hire a teacher to go to his home to help him with 
his work. 

12. She will attach a tag to each shop machine. (120) 


ASSIGNMENT 3 C — Own-note Transcription. Select the best set 
of notes for each 20-word group dictated to you in Assignment 2 C and 
transcribe each group accurately at your best typing rate. 



CHAPTER 8 


RULE DISCOVERY FOR WRITING THE COMBINATIONS 
ING-NG- THING AND THE COMBINATIONS NC-P^ 


ASSIGNMENT 1 H — Rule Discovery. Read the following two 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


bring 

single 


COMBINATIONS ING-NG- THING 



rang ring sang young 


language 





swing bringing 


building 


J 



coming charging checking 


during 





evening 


meeting 





morning planning 


n _ 



training trying 


nothing 


something 



COMBINATIONS 

bank 

frank 

think anchor 


uncle 


WRITING RULES 

ING-NG- Write a long, curved stroke thus-- to express the 

THING combinations ing-ng-thing. 
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To write i-n-g or n-g every time a word contains these com¬ 
binations would require too many writing strokes. The 
word thing often occurs as a suffix, as shown in the words 
nothing and something. 

NC—NK Write the letter c joined to the ing-ng combination to ex¬ 
press nc-nk. 

SKILL-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 


ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. Memorize the abbreviated words that 
appear in italics. 

L-P Irf. 


account 

Agoing 

' remember thing bell book 

cashier 


<2_ 

\ 

CYlH 

cOa 

\ 



child 

come 

country 

daughter 

discuss 

heavy 

luncheon 




j 


LS L 

Y 

much 

noon 

prove 

repair 

show 

tell too 

for me 


I come 1 think to bring to buy to prove to repair 



to show 


were not 


we think 
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ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 


PUNCTUA TfON 


ASSIGNMENT 7 H — Rule Discovery. Read the following sen¬ 
tences and try to discover the rule for the punctuation. 

1. You will fly again, won’t you? 

2. We can buy another machine, can we not? 


RULE: Place a comma before a question added to a statement, 
and place a question mark at the end of the sentence. 

Note: If it is necessary to insert a comma into shorthand notes, the 
comma is circled thus (J) to distinguish it from the shorthand symbol 
for o. 


STUDY GUIDE ASSIGNMENT 


Turn to Unit 8 of the study guide and complete the self-tests there 
before you do the next assignment. 


SPEED-BUILDING CLASS ASSIGNMENTS 


ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 20 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 15 seconds. 
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1. You are coming to the budget meeting, are you not? 

2. I believe Frank will be away from the bank building at noon. (20) 

3. We were not able to prove the value of a single thing. 

4. My uncle can tell you where to buy a heavy anchor. (40) 

5. The young lady sang for us at the luncheon. 

6. They are planning to discuss the new training course during the 
meeting. (60) 

7. The cashier at the bank is checking my account for me. 

8. We think they are charging us too much to show the display. (80) 

9. The child rang the big bell at the church. 

10. Do you think you can get something for nothing? 

11. She is bringing the ring, is she not? (100) 

12. Remember to bring your book to class each morning. 

13. They are going to their new country home each evening, are they 
not? (120) 

14. May I come to the language class tomorrow morning? 

15.1 think he is trying to repair the swing for his daughter. (140) 


ASSIGNMENT 3 C — Own-note Transcription. Select the best set 
of notes for each 20-word group dictated to you in Assignment 2 C and 
transcribe each group accurately at your best typing rate. 



CHAPTER 9 


BUSINESS LETTER DICTATION AND TRANSCRIPTION 


The purpose of the assignments in this chapter is to develop the 
ability to take and transcribe accurate copy of business dictation at 
business rates. 


DIVISION OF WORDS 

ASSIGNMENT 1 H — Rule Discovery. Knowing how to divide 
words correctly at the end of a typewritten line is an important 
transcription skill. In general, try to avoid dividing words when tran¬ 
scribing. A competent stenographer always uses a dictionary if there is 
uncertainty about where a word should be divided. Even though the 
dictionary shows where syllables occur, there are words that should not 
be divided at the end of a typewritten line. The following three groups 
of words are shown as they should appear when transcribing. Read the 
three groups of words below and try to discover when a word is NOT 
divided when transcribing. 

Group 1: straight through clause ground 

RULE: Words of one syllable are never divided. 

Group 2: any army plainly fairly stated rely reader isn’t 

RULE: Final syllables of one or two letters are NOT separated 
from the rest of the word. 

Group 3: away amount along afraid enough elope event 

RULE: A beginning syllable of one letter is NOT separated from 
the rest of the word. 


PUNCTUA TION 

Introductory Clauses. When a sentence has two complete parts, 
each of which contains a subject and a verb, each part of the sentence is 
called a clause. In the sentence, / will go if you will work, the subjects 
are / and you. The two verbs are will go and will work. Thus, the sen¬ 
tence has two clauses. 
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If we reverse the sentence to read If you will work, / will go, the 
first clause introduces the reader to the complete thought by beginning 
the sentence with the word if. A clause that introduces the reader to the 
rest of the sentence is called an introductory clause. Introductory 
clauses are punctuated in a certain way. 

ASSIGNMENT 2 H — Rule Discovery. The following sentences 
contain introductory clauses punctuated as they should be. Read the 
sentences and try to discover the rule for using a comma. Check your 
answer with the rule below the sentences. 

1. If you will go to the meeting, I will pay your way. 

2. When you get there, be sure to see the manager. 

3. Since you are going away, you can mail this letter. 

4. Although he is ill, he has done very well. 

RULE: Introductory clauses are followed by a comma. 
CAPITALIZATION 

ASSIGNMENT 3 H — Rule Discovery. Read the salutations and 
complimentary closes below and try to discover the rules for capitalizing 
and punctuating salutations and complimentary closes. 

Examples: Dear Sir Dear Mr. Evans My dear Mr. Evans 

RULE: Capitalize the first word and all nouns in a salutation. 
Examples: Yours truly Very truly yours Sincerely yours 

RULE: Capitalize only the first word in a complimentary close. 
Example 1: Dear Mr. Evans: Yours truly. 

Example 2: Dear Mr. Evans Yours truly 

RULE: If a colon is used after the salutation, the comma is used 
after the complimentary close. If the colon is omitted after the saluta¬ 
tion, the comma is omitted after the complimentary close. 
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NEWVOCABULARIES 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and writ¬ 
ing each of the new words and phrases for Letters 1, 2, 3 A, and 4 A 
until you can read and write each one rapidly and accurately. 

ASSIGNMENT 5 H — Writing. Practice writing the shorthand for 
Letters 1 and 2 until you can write each sentence rapidly and accurately. 
As you write each sentence, be certain you can read your own notes. 


LETTER 1. New Vocabulary and Phrases. 




w 



being 

important-importance 

accurate 

earning 

fill looking 

ytd 

} 

✓ 

\ 

V 

\ 


Ross 

salary should 

someone 

sure 

telephone 


oL-j> 



than 

who Dear Mr. 

she can be 

should be able 

take charge we are looking we can 




d- —^ 




.zaAl 



- c 




V 












. yijed dry -— 


-1/ 


x s 








-A 




yuicf ^ 

7 r i v- ^ ^ 

A?7 . 
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letter 2. New Vocabulary and Phrases. 

Aa^ UlC LrOr Cydnr\^ 

writing ask banking better close (adj.) continue long 

—^ l/^ ^ cL — 

manager move rather trip whether which Dear Mrs. 

tide, LcU- (-aI Lc,^ 

to ask to cash to do to keep we are writing will be glad 



LETTER 3 A. New Vocabulary and Phrases. 


nji_^ 


^ l/T^ dZU.^ Hoy~T 

)^ar anything always begin cattle delightful discover 

udli /nn 




far-fare-fair idea live (v.) one-won place ■ 


service 
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-4-^ 

summer travel very Wilson 

L£^ 

to offer to live this is we are sure 


< 4 ^ 

to offei 

yvLtc 

we should like would like 


~iy~n 

yet have not let us 


we can do we know 



LETTER 4 A. New Vocabulary and Phrases. 

C fcv lAX" j- ^ 

count across between item say then Wallace 

c<iL — L>4^ lyuLo( 

way-weigh have been I came I should to read 

Aa_ 


this morning 


STUDY GUIDE ASSIGNMENT 

Turn to Unit 9 of the study guide and complete the assignments 
there before you proceed with the rest of this chapter. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each of 
the shorthand letters in Assignment 5 H until you can transcribe each 
letter at your best typing rate. 

ASSIGNMENT 2 C — Dictation. The following letters are the 
same as those in shorthand in Assignment 5 H. Have each letter dictated 
to you until you can write each letter in shorthand at 60 or more words 
a minute. 
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Letter 1. Dear Mr. Ross: We are looking for a secretary who can 
take charge of this office. She should be able to work (20) with men or 
women. She will also need to know the importance of being accurate. 

If you have someone who (40) you think can fill this need, we shall 
appreciate it if you will have her telephone us soon. 

We can offer her (60) a good salary. If she is a good secretary, she 
can be sure of earning a higher salary here (80) than anywhere else. 
Yours truly, (86) 


Letter 2. Dear Mrs. White: We are writing to ask you whether you 
wish to continue to keep your bank account at this branch (20) or move 
your account to a new branch which is near your home. If you wish to 
discuss this with the manager, he will (40) be glad to see you any time 
you care to call. 

We think you will like it better to do your banking close to your 
(60) home rather than to have to make a long trip each time you need to 
cash a check. We hope to hear from you soon. Yours truly, (80) 


ASSIGNMENT 3 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of at least one of the letters you wrote 
in shorthand for Assignment 2 C. Do not type the letters in letter form 
until you are instructed to do so. 


EXAMINATION 2 


Turn to page 111 of the study guide and complete the four parts 
of Examination 2 before proceeding to Chapter 10 of the textbook. 



CHAPTER 10 


RULE DISCOVERY FOR WRITING 
THE SYLLABLES IN-^-UN AND THE COMBINATION NITY 

ASSIGNMENT 1 H — Rule Discovery. Read the following two 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


SYLLABLES m-iN-iM 


V 

V 


TUy 

YlU 

Yhc _ 

N 

engage 

engine 

engineer 

encourage 

indeed 

income 

yicLH 

YlcAJl^ 


YbcA 

\ 

YhvtJ 

w 

indicate 

increase 

injury 

incur 

invite i 

unable 

T' 

yih 





unfair 

unless 







COMBINATION NITY 



c h 

YlJl 

iy)7 




community insanity 

vanity 

vicinity 




WRITING RULES 

IN-EN-UN Write a capital N to express the syllables in-en-un. 

To write the initial vowel and the n in each case would 
require too many writing strokes. 

NITY Write a disjoined capital N to express the combination nity 
and the preceding vowel. 

Be sure to write the disjoined N very close to the word to 
which it belongs. 
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SPEED-BUILDING ASSIGNMENTS 


ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 


ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. Memorize the abbreviated words that 
appear in italics. 


D 

department 


cLn 

doctor 


error 


Cjpnri 

government 


h YU yipj 

in into unpaid 


ci) din _^ 

appeal capable case chief determine loss park 



plead settlement serious tax 



thought 


yL y -^ Yld 

why he may in the in this to move 



weight-wait 

to plead to tell 


ASSIGNMENT 5 H -- Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 




ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 


STUDY GUIDE ASSIGNMENT 


Turn to Unit 10 of the study guide and complete the self-tests there 
before you do the next assignment. 
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SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 20 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 15 seconds. 

1. We shall engage a capable woman in this department. 

2. They will incur a loss unless they defer payment. (20) 

3. She thought the settlement of her income tax to be unfair. 

4. Indicate the price of each engine on this copy. (40) 

5. He said to tell you your income tax bill is indeed unpaid. 

6. He will try to appeal to the vanity of men. (60) 

7. He may invite the chief engineer to his class. 

8. Many people in the community work for the government. (80) 

9. I think the bank is in the vicinity of the park. 

10. Why will the weight of the big engine increase the price? (100) 

11. He may try to plead insanity in the case. 

12. We were unable to move all the old merchandise into one room. (120) 

13. The doctor said my injury is not serious. 

14. We shall encourage him to determine who made the error. (140) 

ASSIGNMENT 3 C — Own^note Transcription. Select the best set 
of notes for each 20-word group dictated to you in Assignment 2 C and 
transcribe each group accurately at your best typing rate. 
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RULE DISCOVERY FOR WRITING 
HARD AND THE PREFIXES AD AND TRANS 

ASSIGNMENT 1 H — Rule Discovery. Read the following three 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


HARDS 


^ 

busy composer desire deposit dispose does magazine 

^ h'J ^/I 

music phase refuse season use (v.) visit was wise 


PREFIX AD 


d — I 

adopt address admire admit advice advise 



PREFIX TRANS 


m Tl 


transfer translate transit transmit 


]NRITING RULES 

HARD S Write a small longhand z to express the hard sound of s. 

We have learned that the longhand s is used to express the 
soft sound of s, as in the word case, and that s is also used 
to express the soft sound of c, as in the word face. The 
letter s also has the sound of z. 
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AD 


Practice writing the z with a loop thus ^ because it is 
faster to write than it is to stop and start when z is written 
thus ^ Note also this rule follows a basic principle of 
writing shorthand in that you write the sound you hear. 
Note the following examples: 



close (v.) close (adj.) 


j 



gas 



zeal seal 


Write a capital O. to express the prefix ad. 


Too many strokes are required to write the vowel and the d 
each time a word begins with the prefix ad. 

TRANS Write a capital T to express the prefix tram. 

The T may be joined or disjoined. You may write any form 
of capital T to which you are accustomed. 


SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write thern from dictation at the rate 
of five or more words every ten seconds. 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. Memorize the abbreviated words that 
appear in italics. 
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a 


/r^ 

r 

.yuj 


ad-add 

advertising because business 

great 

organize 






hif 

r 

please 

recognize data 

envelope 

message 

until 

yes 





he could not I did not to check we desire 

will not 



ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 
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ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 

PUNCTUA T/ON 

ASSIGNMENT 7 H — Rule Discovery. Read the following sen¬ 
tences and try to discover the rule for punctuating the sentences. 

1. No, he prefers not to go. 

2. Yes, we are learning correct punctuation. 

RULE; Place a comma after yes or no at the beginning of a 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 11 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 20 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 15 seconds. 

1. We desire to ask someone on the council for advice. 

2. Because he was busy, he could not translate the message. (20) 

3. Yes, I confess I did not recognize the young man. 

4. Will the business editor use the advertising copy? (40) 

5- Before you adopt a plan, please organize your work. 

6. It is important that I transfer my account to your bank. (60) 

7. A wise man will not refuse to deposit his money. 

8. Visit this office to transmit the business data. (80) 

9. Where does that man dispose of old magazine copy? 

10. Please wait until next season to add the next phase of the work. (100) 

11. Advise her to check the address on each envelope. 

12. Yes, I admit I admire that great composer of music. (120) 

13. He will refuse the offer of the transit company. 

14. No, he is going to the bank to transfer the business. (140) 

ASSIGNMENT 3 C - Own-note Transcription. Select the best set 
of notes for each 20-word group dictated to you in Assignment 2 C and 
transcribe each group accurately at your best typing rate. 
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RULE DISCOVERY FOR WRITING 
THE COMBINATIONS AND THE SYLLABLE ^ 

THE PAST TENSE WHENJD OR ED IS ADDED TO A ROOT WORD 

ASSIGNMENT 1 H - Rule Discovery. Read the following three 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


applicant attend agent 


COM BIN A TIONS NT-ND 


calendar 


center 


confident 


depend diffen - ’ 


guarantee interview 


kind 


plant printing 


/Vd _ 

I 

recommend render rent 


SYLLABLE AN 


(X- J? cx£ oM CLy<lA 

\ 

annuity 


animal 




\ 

annual 


answer 


_D OR^ ADDED TO A ROOT ^ORD 

Oyn <d^~ YLcIa/^ — 


yiU 


asked commented delayed endeavored mailed noted 


printed received refused thanked Usee 


NT-ND 


WRITING RULES 

Write a curved stroke thus ) 
tions nt or nd. 


sed wanted 


to express the combina- 
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AN 

PAST 

TENSE 


When a vowel occurs between the consonant n and t or be¬ 
tween n and d, the vowel is inserted, as in the words note 
and nod. Many words contain the combination nt or nd 
without a vowel between the consonants. Examples: land, 
friend, and rent. . . 

The word enter may be written '''~\yT or / LAyl 
depending on what you hear. The nt-nd symbol is, of 
course, preferred because it is faster to write. 

Write a small longhand a to express the syllable an. 


Write a small dash under the last letter or symbol of a word 
to show that d or ed is added to a root word to form the 
past tense. 


Showing the addition of d or ed to a root word by using a 
short dash under the last letter or symbol of a word makes 
it easier to be sure to use the right word when transcribing. 
Note th£ following examples; rode rowed A, 

told tolled find fined 

SPEED-BUILDING ASSIGNMENTS 



ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 


ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. Memorize the abbreviated words that 


appear in 

a On 

italics. 

r- 




an can't 

gentleman 

satisfactory 

superintendent 

Wednesday 



firm job note treatment to answer to render we can’t 
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ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 



ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 


STUDY GUIDE ASSIGNMENT 

Turn to Unit 12 of the study guide and complete the self-tests there 
before you do the next assignment. 

PUNCTUATION 

Contractions. When two words are combined and shortened to 
form one word, the word is called a contraction. 
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An apostrophe is used in a contraction to show that one or more 
letters have been omitted. Examples: it's for it is; I'm for / am; can't 
for cannot 

It is permissible to use contractions, but it is better to avoid them. 

Circle the apostrophe in shorthand to distinguish it from the short¬ 
hand symbol a. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 20 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 1 5 seconds. 

1. A check for the annual office rent was mailed on Wednesday. 

2. I know he wanted to attend the animal fair. (20) 

3. We can’t depend on an annual ad in a magazine. 

4. He used a different figure for the discount rate. (40) 

5. The date the rent is due is noted on the calendar. 

6. My friend commented on his visit to the printing plant. (60) 

7. The kind gentleman will pay his tax on the land. 

8. I am confident he will recommend the agent for the job. (80) 

9. He printed an ad in the center of the page. 

10. The business firm endeavored to render good service each day. (100) 

11. The superintendent asked the secretary to answer the note. 

12. She thanked them for the kind treatment she received. (120) 

13. We will depend on you to interview the applicant. 

14. We guarantee the item to be satisfactory. (140) 

15. Yes, the payment on the annuity can be delayed. 

16. The judge refused to consider her question, did he not? (160) 

ASSIGNMENT 3 C — Own-note Transcription. Select the best set 
of notes for each 20-word group dictated to you in Assignment 2 C and 
transcribe each group accurately at your best typing rate. 
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BUSINESS LETTER DICTATION AND TRANSCRIPTION 

The purpose of the assignments in this chapter is to develop the 
ability to take and transcribe accurate copy of business dictation at 
business rates. 


PUNCTUATION 

ASSIGNMENT 1 H — Rule Discovery. Read the sentences below 
and try to discover the rule for using the comma. 

1. My friend, Fred Moore, will soon be here. 

2. He can, therefore, change the appointment. 

3. The shipment was sent to you on Friday, September 14. 

RULE: When a sentence contains words, phrases, or clauses that 
could be omitted without changing the meaning of the sentence, such 
words or groups of words are set off by commas. 

ASSIGNMENT 2 H — Rule Discovery. Read the sentences below 
and try to discover the rule for using the question mark and omitting the 
question mark. 

1. Did John go to the game today? 

2. Where did you file the letter to Mr. Smith? 

3. Will you please close the window. 

4. Will you please send your check for your past-due bill. 

RULE: Use a question mark at the end of a direct question. Use a 
period at the end of a courteous request to which action is expected. 

ASSIGNMENT 3 H — Rule Discovery. Read the sentences below 
and try to discover the rule for using the comma in a compound 
sentence. 

Compound Sentence. A sentence contains a subject and a verb and 
expresses a complete thought. A compound sentence is made up of two 
sentences joined by such connecting words as: and, for, but, or, nor. 

1. The manager will attend the meeting, and he will speak at the banquet. 

2. The manager will attend the meeting and will speak at the banquet. 

3. The secretary took down the minutes in shorthand, but she could not 
transcribe her notes. 

4. The secretary took down the minutes in shorthand but could not tran¬ 
scribe her notes. 
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RULE: Place a comma before the connecting word in a compound 
sentence. 


NEW VOCABULARIES 


ASSIGNMENT 4 H — New Vocabulary. Practice reading and writ¬ 
ing each of the new words and phrases for Letters 1, 2, 3 A, and 4 A 
until you can read and write each one rapidly and accurately. 


ASSIGNMENT 5 H — Writing. Practice writing the shorthand for 
Letters 1 and 2 until you can write each sentence rapidly and accurately. 
As you write each sentence, be certain you can read your own notes. 


LETTER 1. New Vocabulary and Phrases. 


'T 

cL<m 


agree 

and decided difficult benefit 

Bryant 

calling 

0 



Yh 

~Ua 

failed 

Forth 

increasing informed 

Innis 

matter 


rucLd 

\ 

^— 


cCnn 

passed 

reduce 

send those whom 

won’t 

do not 

do so 

on this 

to give to sell we do not like 

we have 












z. 


YhCASU) 


^ hr _ /~<J /yy> 




—) 


I I ^ 




— h ^ 






J:2_ 


4 






ue// 




/ he. 


/ \ / /o 

^ yL. ^ 








C- 


.Y). 
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LETTER 2. New Vocabulary and Phrases. 


cLu 


cL-, 


credit decide difficulty cause don’t drop either 


fail-fall lose rating reasonable receive suitable 

L/hl /A (—£- LqJ lyL^uEyv- 


tried want will you it may be to get to receive 

L//IA Id JL^cL^ —- J^r~n 


to try to us we don’t we may we have not 
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LETTER 3 A. New Vocabulary and Phrases. 


Ir-^d C^cL^ 


Indiana therefore anyone asking build Condon 




find handle Randy suited what please let us know 


LMd 


to build you will not 


LETTER 4 A. New Vocabulary and Phrases. 

~v^ —^ '(^nn /rn In —- 

having September again been buying choose 

ynAn jynj^ "yew? 

entire free happen inviting mistake public 

o/y^jjnn _’ 

sent sorry wrong does not long time to find 

to send we are sorry we sent we shall be glad 


we should you will be able to come we shall see 


STUDY GUIDE ASSIGNMENT 


Turn to Unit 13 of the study guide and complete the assignments 
there before you proceed with the remainder of this chapter. 
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SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each of 
the shorthand letters in Assignment 5 H until you can transcribe each 
letter at your best typing rate. 

ASSIGNMENT 2 C — Dictation. The following letters are the 
same as those in shorthand in Assignment 5 H. Have each letter dictated 
to you until you can write each letter in shorthand at 60 or more words 
a minute. 

Letter 1. Dear Mr. Innis: We have passed the time when we can 
hope to increase business income this year. Mr. Bryant, (20) the man¬ 
ager, has decided to reduce all advertising for the time being and put 
forth more time in calling (40) on those to whom we wish to sell. 

If you do not agree with this, won’t you send us your plan for in¬ 
creasing income (60) in this community. We invite you to give us the 
benefit of your advice on this difficult matter. (80) We do not like to 
admit we have failed. We won’t do so until we are better informed on 
the matter. Yours (100) truly, (101) 


Letter 2. Dear Sir: It is unfair to us to have you fail to pay your 
account when it is due. We have tried to be reasonable. (20) We have 
not wanted to cause you any difficulty. We don’t want to ask the bank 
to try to get you to (40) pay. This would, as you know, cause you to 
lose your credit rating with the bank. 

Will you please either send us a check or (60) let us know when we 
may hope to receive payment. If you are in this vicinity soon, please 
drop in and see us. (80) It may be that we can decide on a payment plan 
that will be suitable to you. Yours truly, (96) 

ASSIGNMENT 3 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of at least one of the letters you wrote 
in shorthand for Assignment 2 C. Do not type the letters in letter form 
until you are instructed to do so. 

EXAMINATION 3 

Turn to page 105 of the study guide and complete the five parts 
of Examination 3 before proceeding to Chapter 14 of the textbook. 



CHAPTER 14 


RULE DISCOVERY FOR WRITING 
QU; THE COMBINATIONS INCL - ENCL : AND THE SUFFIX LY 

ASSIGNMENT 1 H — Rule Discovery. Read the following three 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


quiet quit quoted acquainted acquitted equipment required 


INCL - ENCL 

incline inclined include included including 


LY 



daily monthly nearly plainly quickly truly 


unusually earlier 


\NRniNG RULES 

QU Write only q for the combination qu. 

Every word in the English language that contains the long- 
hand q is followed by the letter u. Use is made of this fact 
to save writing time in shorthand. 

INCL-ENCL Write a capital longhand i thus to express the com¬ 

binations incl-enci and the following vowel. 

The capital i must be written so it cannot be confused with 
the longhand 1. The form shown in the words above is 
recommended. 
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LY Write a short, disjoined dash close to the word to which it be¬ 

longs to express the ending ly. 

Write words in full that end in the letter /, and then add the ly 
dash. 


SPEED-BUILDING ASSIGNMENTS 

ASS/GA/ME/YT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H ~ Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words until you can read and write them rapidly 
and accurately. Memorize the abbreviated words that appear in italics. 


acceptable ago 



willing yearly 


enclose enclosed enclosing quality quite 


assignment 


<= - 

awhile completed document 



enrollment guilty high material mortgage schedule total went 


ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 


1 . 


2 . 





Y ^i^Uyriyrr) d ^^/ic ^.<1- 


J-nn 
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ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 14 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
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in 20 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 15 seconds. 

1. Please write your assignment plainly and do the work quickly. 

2. He went to the office earlier than anyone else. (20) 

3. The yearly enrollment is not nearly so high as it was a year ago. 

4. He quoted the price of each item. (40) 

5. Please send us your monthly check and enclose a copy of the bill. 

6. I am inclined to disagree with his answer. (60) 

7. I am enclosing a note with my payment to the bank. 

8. He completed the document as quickly as he could. (80) 

9. If he is not guilty, he will be acquitted. 

10. The quality of the material is not acceptable. (100) 

11. Is the tax included in the total figure? 

12. I truly think he is willing to follow a daily schedule. (120) 

13. She was unusually quiet today for quite awhile. 

14. She quit her job because she was required to work so late. (140) 

15. Your copy of the mortgage is enclosed. 

16. He is acquainted with the quality of the equipment, is he not? (160) 

ASSIGNMENT 3 C — Own-note Transcription. Select the best set 
of notes for each 20-word group dictated to you in Assignment 2 C and 
transcribe each group accurately at your best typing rate. 



CHAPTER 15 


RULE DISCOVERY FOR ADDING S TO ROOT WORDS 


ASSIGNMENT 1 H — Rule Discovery. Read the following two 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 

Group 1 


a—Yiy c:£l^ (Ma — 

addresses claims communities chairs damages determines 



families gifts homes intends lawyers merchants months 



members miles mills meetings names pairs-pares-pears 



payments requirements residents rings sales-sails school’s 


sends tables taxes tools wages watches workers 

Group 2 

/» jj) jj 

« P ri„ -y 

days-day’s pays quotas says knows owes shows news shoes 



WRITING RULES 


ADDING S 
TO ROOT 


1. Write an upward, slanted, straight stroke joined to the 
last letter or symbol of a word to add i to a root word. 


WORDS The use of symbols to show the addition of s^ to a root 

word increases transcription rates because one sees im¬ 
mediately that the word must have i added to it. 
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The symbol for the addition of _s is the same as the up¬ 
ward stroke that is used forjw. Since thej^ sound never 
occurs at the end of a word, it is impossible to confuse 
the two symbols. 

2. Write two disjoined symbols to, show the addition of 
^when the root word ends in a disjoined symbol. 


SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 


ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. Memorize the abbreviated words that 
appear in italics. 

ay' -— 


its 




accounts but errors goods immediately 

gL^ ^ 

quantities ships 


done delivered filed 


organizations 

\r 

hasn’t moved 


receipt search these weekly-weakly within and the 


j2Gn. 


he knows he sends to search were made will not be able some time 
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ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 



ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 
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PUNCTUATION 

Forming the Possessive of Singular and Plural Nouns. Apostrophes 
are used to show something has been omitted. Example: John's hat. 
The apostrophe takes the place of the word of in the phrase the hat of 
John. 


Add an apostrophe and an s to all words that do not end in s to 
show the possessive form of a word. Examples: 

1. The boy’s book is on the table. 

2. The day’s receipts will be counted. 

3. The children’s toys are broken. 

Add only an apostrophe to words that end in s to show the posses¬ 
sive form of a word. Examples: 

1. The boys’ books are on the table. 

2. He received three months’ back pay. 

Numbers. Spell out the following: Isolated numbers from one 
through ninety-nine, periods of time, and numbers at the beginning of a 
sentence. (Some authorities prefer to write isolated numbers above ten 
in figures.) Examples: 

1. There are ten chairs and nine tables in the room. 

2. He will be away from the office for two weeks. 

3. Twenty-five men attended the conference. 

Write figures for numbers used with: per cent, cent or cents, the 
dollar sign, a.m. or p.m., measures, and dates. Examples: 

1. The rate of interest will be 5 per cent. 

2. He spent $4 for a book. 

3. The store will be open until 9 p.m. 

WRITING NUMBERS IN SHORTHAND 

When taking dictation in which numbers are dictated, use ordinary 
numbers for all numbers except number one. Number one may be 
written thus^X^ or the number may be circled thus (T) to distinguish 
it from the shorthand letter t. 

Numbers followed by rd, th, or st are written as follows: 
twenty-first ^ ij^ second_^_^::rx_ third _3_/^__fourth_j4^^_ 
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STUDY GUIDE ASSIGNMENT 

Turn to Unit 15 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 20 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 15 seconds. 

1. He sends all the goods to the merchants. 

2. The new school’s requirements are quite high. 

3. He ships large quantities of tools weekly. (20) 

4. The claims for damages were filed, and the payments were made 
immediately. 

5. Five families moved to their new homes. (40) 

6. He will buy two pairs of shoes within the next ten days. 

7. He knows the names and addresses of men who write the news. (60) 

8. He hasn’t done a good day’s work for a day’s pay for quite awhile. 

9. The company pays high wages to its workers. (80) 

10. The residents of these communities pay high taxes. 

11. The receipt shows he delivered the chairs and the tables. (100) 

12. The gifts he bought included watches and rings. 

13. The members of these organizations drive many miles to meetings. 

( 120 ) 

14. Mr. Mills owes three months’ rent, but the lawyers agree he will not 
be able to pay the entire sum for some time. (140) 

15. Are you acquainted with the man who determines sales quotas? 

16. He says he intends to search for errors in the accounts. (160) 

ASSIGNMENT 3 C — Own-note Transcription. Select the best set 
of notes for each 20-word group dictated to you in Assignment 2 C and 
transcribe each group accurately at your best typing rate. 



CHAPTER 16 


RULE DISCOVERY FOR WRITING 
THE COMBINATIONS^ AND SITY-CITY 


ASSIGNMENT 1 H — Rule Discovery. Read the following two 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 



stamps state statements steamship stock storage 


store students study style against contest cost 

££ U 

finest 

largest 

last lost 

must 

request 






test 

estimate 

semester 

justify 

register 



SITY-CITY 







\YVir^^ 

capacity 

generosity 

publicity 

simplicity 

university 


ST 


WRITING RULES 

Write a capital S thus ^ to express the st combination 
when no vowel occurs between the two consonants. 


This use of the capital for the combination st aids greatly 
when reading shorthand notes because one knows immedi¬ 
ately that there is no vowel between the s and the t. When 
one sees st, he knows immediately that a vowel must come 
between the s and the t. 

SITY-CITY Write a disjoined capital S thus ^ to express the combina¬ 
tions sity-city and the preceding vowel. 


Write the disjoined 5 close to the word to which it belongs. 
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SPEED-BUILDING ASSIGNMENTS 
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ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. Memorize the abbreviated words that 
appear in italics. 

■b ^ d ^ 

acknowledged approximate city demonstrate first likes stenographer 

substitute suggest yesterday adequate believes carries completes 

adidyii '£ Cc (bo 

council’s dresses head ill policies rooms talk tank 

are not 


ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 




ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 16 of the study guide and complete the self-test there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 20 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 15 seconds. 

1. This store carries the largest stock of dresses in the city. 

2. He believes this is the finest hotel in the state. (20) 

3. What is the capacity of the storage tank? 

4. He must justify his statements against the council’s policies. (40) 

5. She likes the simplicity of the style. 



CHAPTER 17 


BUSINESS LETTER DICTATION AND TRANSCRIPTION 

The purpose of the assignments in this chapter is to develop the 
ability to take and transcribe accurate copy of business dictation at 
business rates. 

PUNCTUA T/ON 

ASSIGNMENT 1 H — Rule Discovery. Read the sentences below 
and try to discover the rule for using the comma. 

1. We shall be ready on Monday, Tuesday, or Wednesday. 

2. We were in the garden, on the porch, and in the house. 

3. A letter was written, a telegram was sent, and a telephone call was 
made. 

RULE: When words, phrases, or clauses appear in a series, they are 
separated by commas. 

Note: Some authorities omit the comma before the word or and 
and. Check with your employer to see which rule he wishes you to 
follow. 

NEW VOCABULARIES 

ASSIGNMENT 2 H — New Vocabulary. Practice reading and writ¬ 
ing each of the new words and phrases for Letters 1, 2, 3 A, and 4 A 
until you can read and write each one rapidly and accurately. 

ASSIGNMENT 3 H — Writing. Practice writing the shorthand for 
Letters 1 and 2 until you can write each sentence rapidly and accurately. 
As you write each sentence, be certain you can read your own notes. 


LETTER 1. New Vocabulary and Phrases. 

uV* CylJ - ^ jAj? sC br^ j^- 


Idaho Kansas Montana Oregon Utah become early end 




fine game games most only play players practice 

/jL - Ijl _/ 

Quinn team teams varsity watch weeks win 




I am sure 


we are going 


this year 


to play 
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LETTER 3 A. New Vocabulary and Phrases. 

cLd^C^ 

gentlemen questions quote books classes desks 

yic/nr^ ^ VlxyuE^ 

endeavor happy issued increased ones plans-planes-plains 


yiA^ yd-y 




prices recent showed last time to quote 


LETTER 4 A. New Vocabulary and Phrases. 

advantage assure Blakely 


lr%ch 

broker equitable faith reached scarcely Smith 

— > 
stated to assure 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 17 of the study guide and complete the assignments 
there before you proceed with the rest of this chapter. 
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SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each of 
the shorthand letters in Assignment 3 H until you can transcribe each 
letter at your best typing rate. 

ASSIGNMENT 2 C — Dictation. The following letters are the 
same as those in shorthand in Assignment 3 H. Have each letter dictated 
to you until you can write each letter in shorthand at 60 or more words 
a minute. 

Letter 1. Dear Mr. Quinn: It is too early to tell what the varsity 
team will do this year. We are quite sure we shall win (20) most of the 
games. I am enclosing the game schedule for the year. You will note 
that we are to play Montana, (40) Idaho, and Utah during the first three 
weeks of the season. Then we are going to include Oregon and (60) 
Kansas two weeks before the end of the season. 

If you can plan to be here during the next few days, we shall be 
(80) only too glad to have you watch the teams in their daily practice. I 
am sure you will quickly become aware of (100) the fine players we have 
this year. Yours truly, (107) 

Letter 2. Dear Mrs. Dooley: Before school opens this fall, you will 
want to include in your shopping lists such items as school (20) dresses, 
shoes, and caps. You may require notebooks, pencils, and paper. If you 
plan to buy any of these items, you can (40) do no better than to visit 
this store. We stock all the above items as well as many things your 
children will (60) need for school this year. 

We have the best stock in the city. If you shop early, you will save 
having to rush at the (80) last minute. We are enclosing a new price list 
and a catalog for you to use in making up your shopping lists. (100) 
Yours truly, (102) 

ASSIGNMENT 3 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of at least one of the letters you wrote 
in shorthand for Assignment 2 C. Do not type the letters in letter form 
until you are instructed to do so. 

EXAMINATION 4 

Turn to page 99 of the study guide and complete the four parts 
of Examination 4 before proceeding to Chapter 18 of the textbook. 



CHAPTER 18 


RULE DISCOVERY FOR WRITING 
THE COMBINATIONS OW OU AND THE PREFIX OR SUFFIX OUT 

ASSIGNMENT 1 H — Rule Discovery. Read the following two 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


OW-OU 


'£o 

J 


■) Iro — ^ LrO^onn 

allow 

amount 

amounts around 

bound 

brown 

otcm 

a/ly(r^ ~D 

~Tr<s 


crowd 

down 

found ground how 

house 

loudly 

YVO 



Ixm 

inycxiy 

now 

power 

proud south 

town 

vouchers 



PREFIX OR SUFFIX OUT 


on _ 

op 

^ 0~ELnn 



outcome 

outfit 

outline throughout 

without 




WRITING RULES 



OW-OU 

Write a small longhand o to express the combinations ouv-oty. 


Practice writing the longhand o in a clockwise direction 
thus 04- and you will write faster than if you write o in 
the usual manner. 


OUT Write a small longhand o to express the prefix or the suffix 

out. 


SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each hne of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
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practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 

ASSIGNMENT 4 H ~ New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. Memorize the abbreviated words that 
appear in italics. 

^(Zy'-rn O YLcjLo- 


about acknowledgment doubt inside out outside undoubtedly 

V trT J^rnn jC ^ 

accomplishments ahead authorized both chain chairman 

C_ '£^ (U>n^ U 


cheer chemistry continued foot hand hearings paint 

plenty refund slowly steps typed typewriter unit 

^ J4:pl£r 


walked worked he cannot he should not I shall should be 

to charge to cheer to refund to rent we can go will know 


ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 
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ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 18 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 20 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 15 seconds. 

1. He says he cannot allow you to charge such large amounts now. 

2. There should be plenty of power without that unit. (20) 

3. I doubt the new cashier will know how to make out the right vouchers. 

4. Did you hear about the outcome of the hearings? (40) 
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5. He should not go into town without his heavy brown coat. 

6. I shall paint both the outside and the inside of the house. (60) 

7. He received the outfit and sent an acknowledgment immediately. 

8. The stenographer typed the outline for him. (80) 

9. We can go ahead now with the plan to rent the land south of town. 

10. They found him in town around noon bound hand and foot. (100) 

11. The secretary worked throughout the day to answer the mail. 

12. The man walked very slowly down the steps. (120) 

13. She will undoubtedly dispose of her old typewriter. 

14. The chairman authorized him to refund the entire amount. (140) 

15. The crowd continued to cheer loudly. 

16. He found the chain on the ground. 

17. We are proud of his accomplishments in chemistry. (160) 

ASSIGNMENT 3 C — Sustained Dictation. Have the sentences in 
Assignment 2 C dictated to you until you can write each group of 80 
words in shorthand in one minute or less. 

ASSIGNMENT 4 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of the shorthand notes you wrote for 
each group of 80 words for Assignment 3 C. 


SPELLING IMPROVEMENT 


1. stationery (paper) 

11. probably 

2. stationary (not moving) 

12. almost 

3. interested 

13. enclosed 

4. opportunity 

14. vacuum 

5. evening 

15. received 

6. forward (to send) 

16. statement 

7. foreword (a preface) 

17. special 

8. having 

18. subject 

9. until 

19. business 

10. mileage 

20. reference 
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RULE DISCOVERY FOR WRITING 
THE 'SHUN" SOUNDS 

ASSIGNMENT 1 H — Rule Discovery. Read the following words 
and try to discover the rule for writing them without referring to the 
rule. Write the rule in your notebook and then check to see whether you 
have made the correct discovery. 


r 

f 




/ 


commission commissioners 

divisional 

mission 

missionaries 

/ 

Lnn 

/ 

Oj 

j t 

Cd 

/ 

session 

tension 

additional 

association 

condition 

connection 

_ 


r pP 

c6c. 

Ly\j^ 

t 



n 

/ > 

communications 

completion 

dictionary 

edition 

emotional 


^ ^ 


evaluation fictional foundation information indication 



inflation mentioned operation portion publication ration 


reception section solution transactions 

\NRmNG RULES 

"'SHUN" Write a short, vertical, downward stroke under the last letter or 
symbol of a word to express the "shun" sound and the preceding 
vowel. 

Note how the additional endings are added to the "shun" symbol. 


SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 2 H ~ Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 
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ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. Memorize the abbreviated words that 
appear in italics. 



March 


ir'lXZ 

j 

broke 



V — 

discussed 





will give 


rusty small story were sent will give 

ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 
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ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 


PUNCTUATION 

Begin official titles with capital letters when they are used in place 
of names. Examples: 

1. The Utility Commission met today. 

2. The Superintendent will report to the Board of Education. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 19 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 20 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 1 5 seconds. 

1. He mentioned that his portion of the ration was quite small. 

2. Because the tension was too great, the rusty old chain broke. (20) 

3. Please secure additional information about the Commission. 

4. Make a fair evaluation of his condition. (40) 

5. Who gave the indication the school’s funds are deficient ? 

6. Inflation was discussed by the County Commissioners. (60) 

7. The transactions were completed at the end of the session. 

8. The communications were sent to the Foundation. (80) 



85 


Chapter 19 

9. He said the Association will publish a new magazine. 

10. The dictionary will give us the solution. (100) 

11. A mission reception was held for the missionaries. 

12. Outline the edition of that recent publication. (120) 

13. That fictional story was much too emotional. 

14. He is very deficient in this new divisional work. (140) 

15. The completion date for that section of the highway is in March. 

16. The officials desired efficient operation. (160) 

ASSIGNMENT 3 C — Sustained Dictation. Have the sentences in 
Assignment 2 C dictated to you until you can write each group of 80 
words in shorthand in one minute or less. 

ASSIGNMENT 4 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of the shorthand notes you wrote for 
each group of 80 words for Assignment 3 C. 


SPELLING IMPROVEMENT 


1. satisfactory 

16. shipped 

2. taking 

17. already (before) 

3. whether 

18. either 

4. weather 

19. recent 

5. written 

20. different 

6. sincerely 

21. except 

7. further 

22. something 

8. January 

23. therefore 

9. truly 

24. convenience 

10. receipt 

25. association 

11. shipment 

26. experience 

12. shipping 

27. university 

13. coming 

28. adjustment 

14. know (verb) 

29. available 

15. surely 

30. freight 
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RULE DISCOVERY FOR WRITING 
THE COMBINATIONS SP; CJ; AND INSTR 
THE PREFIXES EVER EVERY AND THE SUFFIX EVER 

ASSIGNMENT 1 H — Rule Discovery. Read the following four 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


COMBINATION SP 


si 

SJ^CA 



space 

speaker 

special specialists 

specified speech 


Sc 



spent 

spoke 

hospital 




COMBINA TION CT 


j 

cMc 

C^cLcy 
'' \ / 


aspect 

collect 

conducts construction 

fact facts inspect 


7£ 



objected 

transact 





COMBINA TION INSTR 



Y\cA 

yi^ he 
// 

hm 

instruct 

instructor instructing instructions instrument 


YlmJ/ Ylm/ 


instrumental instruments 


V^:6’ 

PREFIXES OR SUFFIX 

EVER-EVERY 

"dV 

everybody 

everyone 

everything 

everywhere 

however 

/V 

whatever 

whenever 

t\/ 

whoever 
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SP 


CT 


INSTR 


EVER- 

EVERY 


Write a small printed s thus S to express the sp combina¬ 
tion when no vowel occurs between the two consonants. 

When a vowel occurs between the consonants s and p, the 
vowel is inserted, as in the words sip and soap . 

Many words contain the combination sp without a vowel 
between the two consonants, as in the words shown on page 
86 . 

Omit t in the combination ct when ct ends a word. 

In speaking, t is slightly sounded after c. Examples: aspect, 
collect, fact. In such cases, the t is omitted. The t is also 
omitted when ed, ly, ing or s is added to a ct ending. Ex¬ 
amples: corrected CAjC correctly cac- correcting caxl^ 
corrects 

Write a disjoined capital ?7 to express the combination 
instr and the following vowel. 

Be sure to write the disjoined capital N close to the word to 
which it belongs. 

Write a disjoined capital V thus \/ for the word ever 
and the prefixes and suffixes ever and every. 

Be sure to write the first stroke of the capital V/ with a 
slanted line thus to avoid having the first stroke look 

like a t. 

SPEED-BUILDING ASSIGNMENTS 


ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. Memorize the abbreviated words that 
appear in italics. 
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C^iyS J2^Sj6- \/ 

administrative correspond especially ever-every respect surprised 

/Or^ ^ jf 

careful group had looked named poor sessions staff 

Ly\ _ cLcL^ Cc^ 

term visited did not to collect we spent 


ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 
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ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 20 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 15 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 12 seconds. 

1. Because we had to rent more space for the fall term, we spent more 
money. 

2. Do everything you can to collect the facts. (20) 

3. Everybody objected to the instruments. 

4. He decided to instruct the special class every Friday. (40) 

5. The instructor spoke about every aspect of the case. 

6. Please be especially careful when you translate the speech. (60) 

7. Everyone will, therefore, attend sessions at whatever time is specified. 

8. He conducts a special course in speech. (80) 

9. Please correspond with whoever is named as the speaker. 

10. The administrative staff visited the hospital. (100) 

11. Many specialists will be instrumental in instructing the group. 

12. He looked everywhere for the instructions. (120) 

13. Whenever you can, please inspect the construction. 

14. I am surprised they did not show more respect for the speaker. (120) 

15. I have great respect for the speaker. 

16. It is a fact, however, that the instrument was in very poor condition. 
(160) 

ASSIGNMENT 3 C — Sustained Dictation. Have the sentences in 
Assignment 2 C dictated to you until you can write each group of 80 
words in shorthand in one minute or less. 

ASSIGNMENT 4 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of the shorthand notes you wrote for 
each group of 80 words for Assignment 3 C. 
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BUSINESS LETTER DICTATION AND TRANSCRIPTION 

ASSIGNMENT 1 H — New Vocabulary. Practice reading and writ¬ 
ing each of the new words and phrases for Letters 1, 2, 3 A, and 4 A 
until you can read and write each one rapidly and accurately. 

ASSIGNMENT 2 H — Writing. Practice writing the shorthand for 
Letters 1 and 2 until you can write each sentence rapidly and accurately. 
As you write each sentence, be certain you can read your own notes. 


LETTER 1. New Vocabulary and Phrases. 


'Cd^ o 

dyno 

/ 

juV 

// 

accept doing out-our-hour collection 

donation 

editions 


-JTTiy TlAm 
/ 



friends 

houses intention 

library 

market 

spend 

SAl^ 

,Ayd ) 

l/c- 

t 



spring 

sound tower 

vacation 

to sound 

to spend 


^ —eV 





to talk 


we meet 






^ U — gL 






L 


5^ 






/ I / /> / y 


// l^ohL^ 


LJ^. t —aV '/m ~ -— J 


\y 


A/ 



jdi^ 


O ^ 



Lisi h c>? ^ 


£/ 




A ^ 
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LETTER 2. New \ 

C 

/ 

Vocabulary and Phrases. 

t 

accident 

action 

causes 

complication 

conviction 

(JAjC 

f 


pA 

1 

/xxdZc^ 

' ! 

direction 

happened 

policy 

reaction 

recollection 


y)p y 

/ 


^ /y\ 

remove 

seems 

situation 

Sparks 

talked true 




u 

witnesses 

wondering 

we need 

were not have the to say 



LETTER 3 A. New Vocabulary and Phrases. 



conclusion correct decision jurisdiction legal limitation 
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might 

V 




motion offset restriction 

x/id /" 


unjust valid ways 

we cannot see we might 



this matter 

Uf 

be able 



specific 


to remove 


stand 




LETTER 4 A. New Vocabulary and Phrases. 

A- - cLcdc. £<A- 




n 


keeping likely makes organized dedication educational 

/2^ J AJ’ 

handling inefficient just level mine motions 

n 


i:iycrA<i 


0 D " 

notion Powers qualifications taught teach 

/jz^yx^ 

teachers view I go I find I am not 


STUDY GUIDE ASSIGNMENT 

Turn to Unit 21 of the study guide and complete the assignments 
there before you proceed with the rest of this chapter. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each of 
the shorthand letters in Assignment 2 H until you can transcribe each 
letter at your best typing rate. 

ASSIGNMENT 2 C — Dictation. The following letters are the 
same as those in shorthand in Assignment 2 H. Have each letter dictated 
to you until you can write each letter in shorthand at 80 or more words 
a minute. 

Letter 1. Dear Miss Tower; Our spring vacation plans call for us to 
spend additional time doing everything we can to (20) increase our col¬ 
lection of old editions. We hope to inspect many special book houses in 
each town we visit. (40) 
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It is our intention to talk to everyone we meet about the market 
for whatever we may find. You (60) may wish to sound out some of 
your friends to see whether they would care to make a donation of some 
old editions (80) to the new town library. If you find some who are 
willing to do so, we shall be happy to accept whatever (100) they wish 
to give. Yours truly, (105) 


Letter 2. Dear Mr. Sparks: In connection with your accident 
policy, we have talked to everybody who saw the (20) accident. We are, 
however, not pleased with what everyone has told us. 

It seems some have the conviction that you (40) were not going in 
the direction you say you were. This causes a serious complication, and 
we are (60) wondering what you have to say about this reaction of some 
of the witnesses. 

We need to have your recollection (80) of what happened and what 
evaluation you place on what these witnesses say. Will you please re¬ 
move any (100) doubt we may have by writing down what you believe 
is the true situation. We cannot take any action until (120) we hear 
from you. Yours truly, (126) 


ASSIGNMENT 3 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of at least one of the letters you wrote 
in shorthand for Assignment 2 C. Do not type the letters in letter form 
until you are instructed to do so. 

EXAMINATION 5 

Turn to page 93 of the study guide and complete the four parts 
of Examination 5 before proceeding to Chapter 22 of the textbook. 



CHAPTER 22 


RULE DISCOVERY FOR WRITING 
THE COMBINATIONS RT-^ AND RITY 

ASSIGNMENT 1 H — Rule Discovery. Read the following two 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


COM BIN A TION 

’/? ’fix:£y'jQS' 

airport art articles artist assortment cartons courtesy 

effort liberty part quarterly report transport according 

award boards cards heard ordinary record standards 

toward 

COMBINATION RITY 

■h/? oT/? ^1? 

authority charities clarity familiarity majority maturity 



\NRiTING RULES 

RT-RD Write a capital R thus R to express the rt-rd when no 
vowel occurs between the two consonants. 


When a vowel occurs between the consonants r and t or 
between r and d, the vowel is inserted as in the words 
rate yCl and raid /lUf . Many words contain the combina¬ 
tion rt or rd without a vowel between the two consonants. 
Examples; card, art, hard. 

When writing the capital /?, begin the letter on the line and 
write upward thus-^v/^. 
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RITY Write a disjoined capital R thus ^ to express the com¬ 
bination rity and the preceding vowel. 

Be certain to write the disjoined capital R close to the word 
to which it belongs. 

SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. Memorize the abbreviated words that 
appear in italics. 


certificate inquired orders particularly Tuesday customer’s 




damaged equal lamps mailings outstanding pack 




paintings 

he received 


rules strong step 


vases he gave 


Lc^ 


to cut 


to finish 


ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 
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ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENTS 

Turn to Unit 22 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
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in 15 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 12 seconds. 

1. He made an effort to finish a part of the report yesterday. 

2. He inquired about the new certificate. (20) 

3. They cannot use ordinary equipment to cut the boards. 

4. He received the award for his outstanding record. (40) 

5. According to the customer’s report, some of the articles were damaged. 

6. Their standards are particularly high. (60) 

7. He has some familiarity with the requirements. 

8. He gave an equal amount to each of the charities. (80) 

9. Please pack all orders in strong cartons. 

10. The simplicity of the rules is an important step toward their clarity. 

( 100 ) 

11. He will discuss courtesy, liberty, and maturity. 

12. How do you plan to transport the men to the airport? (120) 

13. A majority of the students heard the authority on art. 

14. That store carries a fine assortment of cards. (140) 

15. We heard about the popularity of the artist. 

16. The regularity of mailings is most important. (160) 

17. This department sells lamps, paintings, and vases. 

18. The first quarterly session will begin on Monday, Tuesday, or 
Wednesday. (180) 

ASSIGNMENT 3 C — Sustained Dictation. Have the sentences in 
Assignment 2 C dictated to you until you can write each group of 80 
words in shorthand in one minute or less. 

ASSIGNM ENT 4 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of the shorthand notes you wrote for 
each group of 80 words for Assignment 3 C. 


SPELLING IMPROVEMENT 

8. campaign 15. schedule 

9. liability 16. loss 

10. active 17. certificate 

11. excellent 18. handle 

12. minimum 19. agency 

13. thousand 20. judge 

14. bookkeeping 21. acknowledgment 


1. beginning 

2. million 

3. personnel 

4. absence 

5. superintendent 

6. hundred 

7. judgment 
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THE SOUND OF 01 OY; THE COMBINATIONS NCE-NSE 
AND THE PREFIXES AND SUFFIXES POST AND POSITION 

ASSIGNMENT 1 H — Rule Discovery. Read the following three 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 

SOUND OI-OY 

czx. czi_^ Lri 

annoy annoying appointed avoid boy-buoy enjoy 

lP U 

employee join noise oil toy unemployment 
COM BIN A TIONS NCE-NSE 

j ru? cLori/oon n 

accordance advances agency announcement attendance 

^ a. re ^ a, h CYuCyDn 




CYv'fyr). 


balance convincing conference chance convenience 


YlSn yi_ If 


distance difference instance licenses insurance remittance 


n x2//7 


reference science 


PREFIXES AND SUFFIXES POST AND POSITION 




£rf 


postage poster postpone disposition imposition 

WRITING RULES 

OI-OY Write a dotted / to express the sound oi-oy. 

The following words illustrate the difference between the 
long / and the sounds oi-oy. , n i n 

u U d? iS lJ U 

buy boy aisle oil tile toil 

98 
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NCE-NSE Write a small, disjoined n to express the combinations/?ce- 
nse and the preceding vowel. 

Be certain to write the disjoined n close to the word to 
which it belongs. 

POST— Write a capital P thus P to express the prefix and suffix 
POSITION post and position. 

You will save time if you start the first stroke of P on the 
line and write upward thus ‘tP . 

SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words until you can read and write them rapidly 
and accurately- Memorize the abbreviated words that appear in italics. 






automobile paid post-position post office United States 


ol/lAyU '—^ ^ 



£<rol 


driving earliest ledger loud playing steadily 


ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 
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ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 23 of the study guide and complete the self-tests there 
before you do the next assignment. 
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SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 15 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 12 seconds. 

1. The boy will enjoy playing with the toy automobile. 

2. Please enclose the remittance for the balance of your bill. (20) 

3.1 suggest you avoid driving a long distance. 

4. Who will be appointed to the position in the post office? (40) 

5. In this instance, I advise you to postpone the announcement. 

6. There is little difference between the two items. (60) 

7. The insurance policy was written in accordance with your request. 

8. The Agency will buy the licenses. (80) 

9. The poster may annoy the new employee. 

10. Many advances have been made in science in the United States. (100) 

11. I heard a convincing report at the conference. 

12. Unemployment has decreased steadily each year in this state. (120) 

13. Will you join us at your earliest convenience? 

14. A reference was made to the quarterly attendance record. (140) 

15. Is this an imposition on you? 

16. The loud noise is very annoying. 

17. What chance does he have to post the ledger? (160) 

18. Will the administrative position appeal to one of his disposition? 

19. He paid for the postage and the oil. (180) 

ASSIGNMENT 3 C — Sustained Dictation. Have the sentences in 
Assignment 2 C dictated to you until you can write each group of 80 
words in shorthand in one minute or less. 

ASSIGNMENT 4 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of the shorthand notes you wrote for 
each group of 80 words for Assignment 3 C. 
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BUSINESS LETTER DICTATION AND TRANSCRIPTION 

PUNCTUATION 

ASSIGNMENT 1 H — Rule Discovery. Read the following sen¬ 
tences and try to discover the rule for the use of the semicolon and the 
comma. 

1. The reports must be mailed by June 15; otherwise, the officers will 

not have the information before they attend the annual meeting. 

2. A thorough investigation was made of the situation; therefore, we feel 
justified in making the decision. 

3. We plan to purchase new equipment in the near future; however, we 
have not decided on the kind of machines we shall buy. 

RULE: Place a semicolon between two sentences connected by a 
word such as: accordingly, consequently, however, in fact, moreover, 
nevertheless, otherwise, and therefore and place a comma after the word. 

NEW VOCABULARIES 

ASSIGNMENT 2 H — New Vocabulary. Practice reading and writ¬ 
ing each of the new words and phrases for Letters 1, 2, 3 A, 4 A, and 
5 A until you can read and write each one rapidly and accurately. 

ASSIGNMENT 3 H — Writing. Practice writing the shorthand for 
Letters 1 and 2 until you can write each sentence rapidly and accurately. 
As you write each sentence, be certain you can read your own notes. 


LETTER 1. New Vocabulary and Phrases. 


n Yl^n ^ cl 

acceptance influence October 

(Lv n aon 


/? 

order 


sincere 


sincerely advance announce 

Cirn 


convince dates 


Carter charity 
y&im 

getting learn standing 

Yup 

in order Sincerely yours 


opportunity 

/Z<Sy cl'Y) 

appoint artists audience 

cHy YLy) 




enhance event garden 


support I may in order that 




0 

to join 
102 


we do not 
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^ Cl Vl 


,cJ )VP L Jin 




vx o 






y 




j^ 



-L^ 


-A. 




L-^ ^ y)/7 



LA y]jyp \r (^t0Tn czA. c>^£y. ^ 

. LU Uy /■'■ ' ^ 


Yl/o "/P y&. 




\ 




A /o 





i Ciry) /— h Aly) cl L CLi^ 


Tty 









- Of c^ 

U . ^ //7 ' ' ^ 

J2yAyi A) Uy ^y'y^yyp -Q/y _^ 




A 


An 



n 


UA 






X 



// — ^r- 

~ (yOCy LT- 


\ 


MJ' 


QUO n 


f — 

LETTER 2. New Vocabulary and Phrases. 

c^- YLlt ^ lAj ajl^ 

December gladly invoice oblige regarding 

’lo n L/ai^ C_ Yl 

ty 

allowance attorney Boynton commence 
T2 _ /LjnJ? 

emergency employment 

>?c 

instructed obligation owe .paying securing 


J 

owe 


evidence 


imance 


yuzyyy^ 


/yOY) 

absence 

Xl^/y 

discharge 

AAp 

impossible 

jy 

still 


yA Lru 


word 


to write 




LETTER 3 A. New Vocabulary and Phrases. 



LETTER 4 A. New Vocabulary and Phrases. 



advertise 


advertisement 


hours 


immediate 


putting 
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yxe (2 "Vi 

rsgdrd you'll ddded air apartment bothered comfortable 

C2ia£,-o-u^ jy^ 

convenient court faces floor kitchen 

u 


cy 

conditioning 

ruLcly' >'1^ 1^^^ 


lovely needs 

L<;lyu/^ 


noises Porter 


rented 


response 


tile 




to drive 


I shall be glad 


we believe 


we plan 


to set 



hJr 


LETTER 5 A. New Vocabulary and Phrases. 

p„ 

cities February parcel post post off ices significance thereby 


appearance 

'-r 

improving 

pjf 

postal 


applied 


nM 


Boyle-boil development 


dispatch 


instead 

postmaster 


mails-males movement moving 

Iaa 


recently 




postal postmaster recently stress Troy worse 


I shall be I should like very much will get 

STUDY GUIDE ASSIGNMENT 


to plan 


Turn to Unit 24 of the study guide and complete the assignments 
there before you proceed with the rest of this chapter. 


SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each of 
the shorthand letters in Assignment 3 H. 

ASSIGNMENT 2 C — Dictation. Have each of the following letters 
dictated to you until you can write them at 80 or more words a minute. 
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Letter 1. Dear Mr. Carter: We are planning an art display in 
October in order to enhance the standing of some (20) of our local 
artists. We think the majority of the people of the community will enjoy 
this event. (40) 

We are going to make a sincere effort to get the support of the 
Garden Club. I should like to appoint (60) you to take charge of getting 
the Garden Club to join us in this art show. You have influence with this 
group; therefore, (80) you will be able to convince them that this is an 
opportunity to advance their fine work. I hope I may (100) have your 
acceptance soon. 

We do not want this to be an ordinary charity show. Rather, we 
want the (120) audience to learn the difference between good and poor 
art. May we hear from you soon in order that we may announce (140) 
the dates of the show. Sincerely yours, (146) 

Letter 2. Dear Mr. Boynton: The balance of your December 
invoice of $300 is still unpaid. Our Finance (20) Department has in¬ 
structed me to write you regarding this old balance and to find out 
when you will be able (40) to commence paying what you owe us. 

If your company has had an emergency that makes it impossible 
(60) for you to pay now, we shall gladly make an allowance for a reason¬ 
able time. All we ask is evidence (80) that you will discharge this obliga¬ 
tion in accordance with your agreement with us. 

We hope to avoid the (100) employment of a collection agency in 
securing payment of this account; however, in the absence of (120) any 
word from you, we shall instruct our attorney to commence such action. 
Won’t you oblige us with your check. Sincerely (140) yours, (141) 

ASSIGNMENT 3 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of at least one of the letters you wrote 
in shorthand for Assignment 2 C. 

EXAMINATIONS 

Turn to page 87 of the study guide and complete the four parts 
of Examination 6 before proceeding to Chapter 25 of the textbook. 
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RULE DISCOVERY FOR WRITING 
THE PREFIXES FER- FOR - FORE -FUR 


ASSIGNMENT 1 H — Rule Discovery. Read the following words 
and try to discover the rule for writing them without referring to the 
rule. Write the rule in your notebook and then check to see whether you 
have made the correct discovery. 

1)^ l)d^ 1)'^ l>~ 

forest forever forget forgot foreign formal formation 

formula fortune fortunately forecasts foreclose foresight 

forestall furnaces furnish furnished furnishings furniture 



WRITING RULES 


FER^FOR- 

FORE-FUR 


Write a disjoined f for the prefixes fer-for-fore-fur. 

Be sure to write the disjoined f close to the word to 
which it belongs. 


The disjoined f saves writing time because so many words 
begin with the prefixes fer, for, fore, and fur. 

The disjoined f is used only when it represents a syllable. 
Note the following examples: , , , 

form formal furs further 


The f is joined in the words form and furs because the 
for and fur are not syllables. 


SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand as fast as you can read the print. 

ASSIGNMENT 3 H ~ Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
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practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. Memorize the abbreviated words that 
appear in italics. 


inquire inquiry manufacture railroad representative beautiful 


Iriy^ Qdl c[£ 

boys conditions delay efforts endorse farther fathers 
^ires joined newly relatively rock scholarship specifications 

SnAy L£y 

sponsors sturdy weather winter I do there are to study 


ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 
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ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 


PUNCTUATION 

ASSIGNMENT 7 H — Rule Discovery. Read the following sen¬ 
tences and try to discover the rule for the use of the comma. 

1. It was a rough, muddy road. 

2. It was a rough and muddy road. 

3. Fred was a friendly, curious person. 

4. Fred was a friendly and curious person. 

RULE: Place a comma between the two words that describe a 
following word when the word and is omitted. 

Note: In a sentence such as: There were a few bad fires, the word 
and would not make sense; therefore, the comma is omitted. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 25 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 
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ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 15 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 12 seconds. 

1. Did you forget to give the formula to the representative? 

2. The man forecasts weather conditions daily. (20) 

3. He forgot to endorse the check before he made the deposit. 

4. There are relatively few forest fires in the winter. (40) 

5. We can furnish your home with beautiful, sturdy furniture. 

6. We manufacture fine, efficient oil furnaces. (60) 

7. He had the foresight to forestall their efforts to further the plan. 

8. The bank will appoint someone to foreclose the mortgage. (80) 

9. They gave formal notice they will not delay action forever. 

10. They bought new furnishings for the foreign office. (100) 

11. Fortunately, the Foundation has a newly furnished office. 

12. We cannot wait forever for you to answer. (120) 

13. The boy had the good fortune to receive the scholarship. 

14. He must drive farther to his work every day than I do. (140) 

15. The boys joined their fathers to study the rock formation. 

16. The sponsors made different plans for the formal event. (160) 

17. Please inquire about the first item in the specifications. 

18. Please send your inquiry to the railroad office. (180) 

ASSIGNMENT 3 C — Sustained Dictation. Have the sentences in 
Assignment 2 C dictated to you until you can write each group of 80 
words in shorthand in one minute or less. 

ASSIGNMENT 4 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of the shorthand notes you wrote for 
each group of 80 words for Assignment 3 C. 

SPELLING IMPROVEMENT 

1. manual 8. regret 

2. profits 9. personally 

3. analysis 10. analyze 

4. memorandum 11. across 

5. co-operation 12. mortgage 

6. surplus 13. engineer 

7. priority 14. bonus 


15. regretted 

16. budget 

17. initial 

18. kept 

19. survey 

20. inquiries 

21. library 
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RULE DISCOVERY FOR WRITING 
THE SYLLABLE PR OR P -VOWEL - R 

ASSIGNMENT 1 H — Rule Discovery. Read the following words 
and try to discover the rule for writing them without referring to the 
rule. Write the rule in your notebook and then check to see whether you 
have made the correct discovery. 


percentage perfect perfection 




permit personally 


p- 

persons 


purchased purchases purpose prefers 

present president prevented 


premium preparation 


p- 

previous 


F 

pressure 


'2^ P 

! 0 I / 

prepare 

primary prior problem problems procedures proceed 
CA PcLa pcLc pdcypUp pl^ 




/ V- I ■ IQ 

procure produced production products professor profits 

Fip 

project promised proper 

Lrup( 


program progress 


property 



proposal protection 


p 

provide 


reproduce 


\NRITING RULES 

Write a small disjoined p to express the first syllable 
of words that begin with pr or with p - vowel - r. 


SYLLABLE 
PR 

P - YO\NEL - R write the p close to the word to which it belongs. 

The disjoined p is used only when it represents a syllable. 
Note the following examples: 

yOOd iO\ru^ pn ppa 

press preside prove provide price prior purse purchase 
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The p is joined in the words press, prove, price, and purse 
because the p does not represent a syllable. 

SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. Memorize the abbreviated words that 
appear in italics. 

oc/ 

C. O. D. 

shipped 

7 ? 

J! 

translations words to break we must 

ASSIGNMENT 5 H ~ Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 





established f.o.b. 


break caused 


C 


goodness prepaid principal-principle 

'A _ o 



comply copies pump responsible 





ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 26 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1 C - Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
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dictated to you until you can write each group of 20 words in shorthand 
in 15 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 12 seconds. 

1. He promised to prepare the plans for the project. 

2. The professor said the group made good progress on the proposal. 

( 20 ) 

3. Many persons saw the property prior to the time it was purchased. 

4. The previous shipment was sent prepaid. (40) 

5. When you make purchases for the firm, please comply with the 
established procedures. 

6. Forest fires can be prevented. (60) 

7. Please reproduce copies of the problems for everyone present. 

8. He gave the primary purpose of the report. (80) 

9. The principal is personally responsible for the preparation of the 
program. 

10. He prefers our products. (100) 

11. Only a small percentage of students produced nearly perfect transla¬ 
tions. 

12. The pressure caused the pump to break down. (120) 

13. When you finish a problem, proceed to the next one. 

14. A decrease in production will cause a decrease in profits. (140) 

15. We must provide proper protection for them. 

16. If the president can procure the permit, they can proceed with the 
job. (160) 

17. The list included the words goodness, perfect, and premium. 

18. Will the goods be shipped f.o.b. or C. O. D.? (180) 

ASSIGNMENT 3 C — Sustained Dictation. Have the sentences in 
Assignment 2 C dictated to you until you can write each group of 80 
words in shorthand in one minute or less. 

ASSIGNMENT 4 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of the shorthand notes you wrote for 
each group of 80 words for Assignment 3 C. 
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BUSINESS LETTER DICTATION AND TRANSCRIPTION 


NEW VOCABULARIES 

ASSIGNMENT 1 H — New Vocabulary. Practice reading and writ¬ 
ing each of the new words and phrases for Letters 1, 2, 3 A, and 4 A 
until you can read and write each one rapidly and accurately. 


ASSIGNMENT 2 H — Writing. Practice writing the shorthand for 
Letters 1 and 2 until you can write each sentence rapidly and accurately. 
As you write each sentence, be certain you can read your own notes. 

LETTER 1. New Vocabulary and Phrases. 






August circumstances distribution fraternity goes considerin 


Jones manner perform performance Perkins 


product 


^ ^ ttuA. 

provided providing 


provision 




replace review 






saying 


seemscene working that this 


to serve 
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LETTER 2. New Vocabulary and Phrases. 



front frontage interest international lives (v.) 




LETTER 3 A. New Vocabulary and Phrases. 


^ yi/S 

junior respectfully satisfactorily Sunday age apply college 


dol 


dictation 


employer general 

> y-Ujd n _^ 


giving 


-£h 

healthy 


Usting missed noticed number parents professors 


yiA.- 

rapid rapidly rarely realize 

lAz^ 

types typing typist vacations 


rarely realize references taking 

l/t yiyy 

St vacations Respectfully yours 
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LETTER 4 A. New Vocabulary and Phrases. 

after agreeable 

cLoE^ 


aside circumstance 

j 


doubtless satisfactory although 

U—- 


events 


family 


illness 


oLny -$ 

doctor's dollar 

cy? cy^/yr) 

card certain designed 

^—- lOyyn/^ 

permission person’s predict 



^ ^ Lc, —i 

prefer prevent protect stop submit through-threw 

Yl^yiEyr) Yiyyy Ly]J^^^lyc/ynn, 

unforeseen Watson in order to do to set we do know you will be 


PUNCTUATION 

Two or more words preceding a noun that express a single thought 
about the noun are hyphenated. Examples: 

1. He has an up-to-date price list. 

2. He is a well-known author. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 27 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-^BLIILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each of 
the shorthand letters in Assignment 2 H. 

ASSIGNMENT 2 C — Dictation. Have each of the following letters 
dictated to you until you can write them at 80 or more words a minute. 

Letter 1. Dear Mr. Perkins: We will have a new product for distri¬ 
bution in August that we think is about perfect. (20) I hope you will 
permit us to provide you with some further evidence that this product 
will perform in a (40) proper manner. 

Professor Jones, a member of your fraternity, has seen this product; 
and he believes it will make (60) great progress in providing more work 
for more people than any machine on the market at present. 
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Considering (80) the circumstances, I should personally like to pre¬ 
pare a report for your review. I think you will agree that (100) the 
performance of this machine is something you will wish to consider in 
making provision for the project (120) on which you are now working. 

If your former machine is in good condition, we can replace it with 
this new one (140) at very little cost to you provided you place an order 
early. It goes without saying, we shall be (160) ready to serve you at any 
time. Sincerely yours, (169) 

Letter 2. Dear Mr. Forest: We desire to purchase some property in 
your community for a prospect who lives in (20) a foreign country. He 
wants the property for the purpose of promoting an international project 
in (40) which he has a personal interest. He plans to build a two-story 
brick building on the property and to (60) use it for a suite of offices. 
He plans to plant a formal garden in front of the building and to furnish 
(80) the offices in a modern manner. 

Most of the people he will employ will be selected from persons in 
(100) the community who share his interest in promoting good will. 

It will be appreciated if you will (120) send me a list of properties 
you have available that you think might be suitable for his purposes. He 
(140) wants to be near the business center. He wants the approximate 
size of the lot to be 100 feet frontage (160) and 200 feet in depth. 
Sincerely, (167) 

ASSIGNMENT 3 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of at least one of the letters you wrote 
in shorthand for Assignment 2 C. 


EXAMINATION 7 

Turn to page 8 1 of the study guide and complete the four parts 
of Examination 7 before proceeding to Chapter 28 of the textbook. 
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RULE DISCOVERY FOR WRITING 
THE PREFIXES AX-EX-OX: 

THE COMBINATIONS EXTR AND NGE 

ASSIGNMENT 1 H — Rule Discovery. Read the following three 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


PREFIXES AX-EX-OX 

V_^ \ 1 ^ W Vx::^ 

axle examined examples excellent excited excuse (n.) 



\:f 

vK/ \J 


exemptions 

exhaust 

exhibits exist expected 

expects 


V^a-C/2 T) 

\j 

\JL^ 

y, 

expense 

experienced 

explain exposition 

extend 

oxygen 


COMBINATION EXTR 



X_ 

extreme 

_ 

extremely 





COMBINATION NGE 







arrange 

arrangements change danger 

dangerous 


7 




exchange 

hinge 

strange stingy stringent 



WRITING RULES 

AX-EX-OX Write a long, straight, slanted, downward stroke thus\ to 
to express the prefixes ax, ex, and ox. 

Be sure to slant the stroke in order not to confuse it with 
the letter t. 
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Write the small longhand x to express the combination extr 
and the following vowel. 

Write a dotted / to express the combination nge. 

The following words illustrate the difference between the / 
and the combination nge. 

"V 

rage range courage cringe 

SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 

ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words until you can read and write them rapidly 
and accurately. Memorize the abbreviated words that appear in italics. 




EXTR 

NGE 




accountant circumnavigate correspondent except exception 


V V 


^ yyy- 

executive extra extraordinarily extravagance haven't 

o(y^ hi 

laws 


broken 


cases 


define 


door 


enacted 


spell student 


person 



thinks 


wires 


Note: The word circumnavigate is used in this assignment to illustrate 
how a word that is not commonly used may be abbreviated. 
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STUDY GUIDE ASSIGNMENT 

Turn to Unit 28 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 15 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 12 seconds. 

1. He will explain the arrangements to the executive. 

2. The exhibits at the exposition are excellent. (20) 

3. We shall arrange to change the wires to avoid the danger of fire. 

4. The accountant examined the expense accounts. (40) 

5. The store is not expected to exchange items purchased at sale price. 

6. He had an excuse for his absence from work. (60) 

7. We cannot exist without oxygen. 

8. Very stringent laws were enacted. 

9. The axle of the wheel is broken. (80) 

10. He expects to give some extra examples of tax exemptions. 

11. The exchange student may extend his visit here. (100) 

12. Can he change the hinge on the door? 

13. The boy was very excited. 

14. An exception will be made in extreme cases. (120) 

15. He will not hire anyone except an experienced person. 

16. This is an extraordinarily strange case. (140) 

17. The exhaust may be extremely dangerous. 

18. The stingy man thinks it is an extravagance to hire extra help. (160) 

19. Can you spell and define the word circumnavigate? 

20. I haven’t read the report written by the correspondent. (180) 

ASSIGNMENT 3 C — Sustained Dictation. Have the sentences in 
Assignment 2 C dictated to you until you can write all the sentences in 
shorthand in two minutes or less. 

ASSIGNMENT 4 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of the notes you wrote for Assignment 
3C. 
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RULE DISCOVERY FOR WRITING 
THE COMBINATIONS SYS-SESS-SUS-SIS-CESS-CIS 


ASSIGNMENT 1 H — Rule Discovery. Read the following words 
and try to discover the rule for writing them without referring to the 
rule. Write the rule in your notebook and then check to see whether you 
have made the correct discovery. 


system systematic assessment possess suspect suspend 




process 


recess 


success 



SYS-SESS- 

SUS-SIS- 

CESS-CIS 


WRITING RULES 

for the combinations sys-sess- 


3 




than 


Write a capital Z thus 
sus-sis-cess-cis. 

It is faster to write the capital Z with a loop thus ^ 
it is to write the capital Z by having to stop and start when 
it is written thus^ . 

The use of capital Z for these letter combinations greatly 
increases the ability to read and transcribe shorthand notes 
because it clearly distinguishes between words that contain 
one of these combinations and those that do not. For 
example, note the following words: 

Lro lyQ 

J ro ( /V ! > 

base bases basis pose poses possess possesses 



ASSIGNMENT 2 H — Reading. Cover the print of each line of the 
words in Assignment 1 H and practice reading the words on each line 
until you can read the shorthand words as fast as you can read the 
printed words. 
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ASSIGNMENT 3 H — Writing. Cover the shorthand of each line of 
the words in Assignment 1 H and practice writing each word in short¬ 
hand until you can write each word rapidly and accurately. You should 
practice these words until you can write them from dictation at the rate 
of five or more words every ten seconds. 

ASSIGNMENT 4 H — New Vocabulary. Practice reading and 
writing the following words until you can read and write them rapidly 
and accurately. Memorize the abbreviated words that appear in italics. 






accounting isn't necessarily necessary puts surprise 



rates reason roads seek speed talents 

ASSIGNMENT 5 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 
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ASSIGNMENT 6 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 5 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 29 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 5 H until you can transcribe each sen¬ 
tence at your best typing rate. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 15 seconds or less. If you have faithfully practiced the assignments 
you should now be able to write each group of 20 words in 12 seconds. 
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1. The new accounting system has proved to be a great success. 

2. They may suspend him if they suspect he is guilty. (20) 

3. The new process will assist him in making the analysis. 

4. They must complete the access roads to the freeway. (40) 

5. Did the judge give a reason for the recess in the court procedures? 

6. His opinion of the consensus was good. (60) 

7. The officer explained the danger of excessive speed. 

8. He sustained a painful injury in the accident. (80) 

9. He explained the necessity for the change in the assessment rates. 

10. What was the basis for the criticism? (100) 

11. The coach puts emphasis on the need for training. 

12. We have added many fine accessories to our new cars. (120) 

13. He possesses the necessary talents to be a successful doctor. 

14. Be systematic in all you do. (140) 

15. He will need your assistance in the performance of his duties. 

16. He talked with the assistant cashier in the bank. (160) 

17. We do not necessarily expect an immediate change. 

18. That’s a very pleasant surprise, isn’t it? (180) 


ASSIGNMENT 3 C — Sustained Dictation. Have the sentences in 
Assignment 2 C dictated to you until you can write all the sentences in 
shorthand in two minutes fifteen seconds or less. 

ASSIGNMENT 4 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of the notes you wrote for Assignment 
3 C. 


1 . 

2 . 

3. 

4. 

5. 

6 . 

7. 

8 . 
9. 

10 . 


SPELLING IMPROVEMENT 


offer 

color 

collar 

program 

president 

through (during; pass through) 

credit 

owing 

being 

committee 


11. offered 

12. right (correct) 

13. merchandise 

14. type 

15. typing 

16. typed 

17. employ (verb) 

18. employee (noun) 

19. government 

20. several 
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BUSINESS LETTER DICTATION AND TRANSCRIPTION 


NEW VOCABULARIES 

ASSIGNMENT 1 H — New Vocabulary. Practice reading and writ¬ 
ing each of the new words and phrases for Letters 1, 2, 3 A, 4 A, and 
5 A until you can read and write each one rapidly and accurately. 

ASSIGNMENT 2 H — Writing. Practice writing the shorthand for 
Letters 1 and 2 until you can write each sentence rapidly and accurately. 
As you write each sentence, be certain you can read your own notes. 


Miami 


privilege 


LETTER 1. New Vocabulary and Phrases. 

0' ^ 'fV' V 

1 / Florida aren't April distribute exceptionally 

t arrangers arrangement Dexter displays 

U p.'- 


Florida 


aren t 


elsewhere 

tickets 


exciting 

usually 


exhibit 


famous 


we are able 
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ly 

Chicago 


LETTER 2. New Vocabulary and Phrases. 


Illinois 


establishment 


frequent 


Broadway 


\yCJ^^rir' 


exclusive 


exhaustive 


extensive 


facilities 






financial 


survey 


terms 


we can give 


L^<^lAyir- 


to serve 
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LETTER 3 A. New Vocabulary and Phrases. 


Oakland California Thursday automated changes defining 

cLl.^ V! — -y-, . \yQ 


detail exact examining excess expert extensive 

— ^ny) yyiM 


Frances interested kinds Manor merely needed 

yiA locl^ \>y 


nor produce records results s 

in order to make to arrange to suggest 
LETTER 4 A. New Vocabulary and Phrases. 


results services usual 


Tacoma Washington January neglect obliged attitude 

Ir-Lo 

tates classrooms causing conduct Cypress example 


Bates classrooms causing conduct Cypress example 


C^ynm 


examinations experience expiration ^ven Joseph 


often period refuses standard suspension sustain 

LnM^ L/xJj-v^r) Ld^cJ^ 

trouble has been to report to return to school we have been 


LETTER 5 A. New Vocabulary and Phrases. 


Yult 




Winnipeg Manitoba never ours satisfaction called 
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containers 



requested 

to place 


exactly 


river 


explanation filled liquid purchasing 

supply hear from many years 


was not 


STUDY GUIDE ASSIGNMENT 


Turn to Unit 30 of the study guide and complete the assignments 
there before you proceed with the rest of this chapter. 


SPEED-BUILDING CLASS ASSIGNMENTS 


ASSIGNMENT 1C— Transcription. The remaining letters in this 
textbook should be transcribed on letterhead paper or on regular-sized 
sheets of paper. Select the letter style and punctuation you prefer or 
those selected by your instructor. Practice transcribing each of the 
shorthand letters in Assignment 2 H until you can transcribe each letter 
at your best typing rate. 

ASSIGNMENT 2 C — Dictation. The following letters are the 
same as those in shorthand in Assignment 2 H. Have each letter dictated 
to you until you can write each letter in shorthand at 80 or more words 
a minute. 

Note: Word count for dictation purposes begins with the salutation. 


Letter 1. Mrs. John Dexter, 2334 Palm Drive, Miami, Florida 33106 
Dear Mrs. Dexter: We have some extra tickets to distribute to the 
flower exhibit that will be held at (20) Exposition Park the first week of 
April. If you would like to make use of these tickets, we are able to ex¬ 
tend (40) this privilege to you if you act soon. 

The tickets usually sell for $4.50 each, but I can (60) let you have 
ten tickets for $35. This is an exceptionally good opportunity to see 
(80) one of the best exhibits we have had in a long time. 
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The emphasis this year will be on flower arrangement. We (100) 
expect to have some exciting displays from various famous arrangers. 

I shall hold these tickets for one week. (120) If you aren’t inter¬ 
ested, I shall dispose of them elsewhere. Sincerely, (124) 


Letter 2. The New Process Company, 1400 Broadway, Chicago, 
Illinois 60612 

Gentlemen: Do you wish to exchange your present automobile for 
a new one? If so, we shall be glad to assist (20) you in making an ex¬ 
haustive survey of your needs in terms of the kind of car that will serve 
you best. 

We have (40) extensive facilities, and we can give you frequent and 
excellent service. We can make any financial (60) arrangement you care 
to have in paying for the car. 

If you care to make use of the exclusive services of (80) our estab¬ 
lishment, call or write us and we shall be most happy to serve you. Sin¬ 
cerely yours, (96) 


ASSIGNMENT 3 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of at least one of the letters you wrote 
in shorthand for Assignment 2 C. 


EXAMINATION 8 

Turn to page 75 of the study guide and complete the five parts 
of Examination 8 before proceeding to Chapter 31 of the textbook. 



CHAPTER 31 


RULE DISCOVERY FOR WRITING THE COMBINATION CONTR 
AND THE PREFIXES AND SUFFIXES OVER AND OTHER 

ASSIGNMENT 1 H — Rule Discovery. Read the following two 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


COMBINATION CONTR 



k.XL 

kyCXl 

IZycLc 

kyue 

contraband 

contract 

contractor 

contradict 

contrary 

U 

kMy 

/f 

kJl 

kJy 

contrast 

contributes 

contributions 

control 

controls 

PREFIXES AND SUFFIXES OVER AND OTHER 


(O^eA^ 

V 


dUU 

} 

(Ulc. 

\ 

overcharged 

overcome 

overdue 

overload i 

overlooked 

9^- 

lyunnO 

9 ^ 

cuO 


overwhelmed 

turnover 

otherwise 

another 



WRITING RULES 

CONTR Write a small longhand k to express the combination contr 
and the following vowel. 

Avoid writing extra strokes when writing the longhand k. 
OVER Write a joined or disjoined capital 0 to express the prefixes 
OTHER and suffixes over and other. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 2 H — Reading and Writing. Practice reading and 
writing the words in Assignment 1 H until you can read and write each 
word rapidly and accurately. You should practice writing these words 
until you can write them from dictation at the rate of five or more words 
every ten seconds. 
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ASSIGNMENT 3 H - New Vocabulary. Practice reading and 
writing the following words until you can read and write them rapidly 
and accurately. ^ 

C O U O 

acknowledge enclosure other others over quantity suggested 

' L — brl- cLa^CA ^ -KJ 


agents badly director examine inventory lawyer 
methods prepared promptly seized statement stay 

uJ- 


switch trucks youth 

ASSIGNMENT 4 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 
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ASSIGNMENT 5 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 4 H in shorthand until you can write each sentence 
rapidly and accurately- 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 31 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 4 H. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 15 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 12 seconds. 

1. The lawyer prepared the contract. 

2. The youth contributes to many charities. 

3. The control switch was badly damaged. (20) 

4. In my opinion, he must overcome the problem or find another job. 

5. We were overcharged for some items. (40) 

6. Please arrange to stay overnight; otherwise, you may be delayed. 

7. There is quite a contrast between the two methods. (60) 
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8. The contractor said the plan is contrary to the agreement. 

9. Please examine the other page of the contract. (80) 

10. The director was overwhelmed by the number of contributions. 

11. He overlooked the error in the contract. (100) 

12. The turnover in the inventory was not great. 

13. Please tell all the other men they must not overload the trucks. (120) 

14. Please arrange to pay this overdue bill promptly. 

15. He may contradict your statement regarding government controls. (140) 

16. He prefers this one over all the others. 

17. The agents seized the contraband. 

18. Who controls the quantity of goods purchased? (160) 

19. He suggested they go over the terms of the contract. 

20.1 think you should acknowledge receipt of the enclosure. (180) 


ASSIGNMENT 3 C — Sustained Dictation. Have the sentences in 
Assignment 2 C dictated to you until you can write all the sentences in 
shorthand at the rate of 80 or more words a minute. 

ASSIGNMENT 4 C ~ Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of the notes you wrote for Assignment 
3C. 


SPELLING IMPROVEMENT 


1. referring 

2. planning 

3. volume 

4. exceed 

5. concede 

6. succeed 

7. precede 

8. foreign 

9. counterfeit 

10. conceit 

11. patients (of a doctor) 

12. patience (being calm) 

13. transferring 

14. column 

15. charging 


16. chargeable 

17. compliment (to praise) 

18. complement (to complete) 

19. concurring 

20. occasional 

21. accommodate 

22. calendar 

23. embarrass 

24. license 

25. yield 

26. undoubtedly 

27. occurred 

28. procedure 

29. proceed 

30. recommendation 



CHAPTER 32 


RULE DISCOVERY FOR WRITING THE COMBINATION HYDR 
THE PREFIX UNDER AND THE PREFIX AND SUFFIX SELF 

ASSIGNMENT 1 H — Rule Discovery. Read the following three 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 

COM BIN A TION HYDR 

hydrant 


hydraulic hydraulics hydrogen hydroplane 


undertook 


PREFIX UNDER 


LLCA^ LUrUlJ' 

undercharged underline underneath understood undertake 


PREFIX AND SUFFIX SELF 


^ a/ 

self-addressed self-control self-improvement 
- yd - \ 

selfishness himself myself themselves 


x).y^Ayir^ 

self-service 


VJRITING RULES 

HYDR Write a small longhand h to express the combination hydr 
and the following vowel. 

Be sure to avoid writing extra strokes when writing the long- 
hand h. 

UNDER Write a small longhand u to express the prefix under. 

SELF Write a small disjoined longhand s thus to express 

the prefix or suffix self. 

The suffix selves is expressed by adding the upward plural 
stroke to the suffix self, as shown above in the word 
themselves. 
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Note: A hyphen is placed after the prefix in compound words 
that begin with self. Examples: self-made self-control, self-respect. 

SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading and Writing. Practice reading and 
writing the words in Assignment 1 H until you can read and write each 
word rapidly and accurately. You should practice writing these words 
until you can write them from dictation at the rate of five or more words 
every ten seconds. 

ASSIGNMENT 3 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. 

friendship good-by misunderstanding Mrs. self-respect 

U uS UAlA 

under undergraduate understand understanding underwrite 

yourself addressed affect article bench desk 


U^LA 


affect article bench 


yrdxn Zik: J^xdALnn 

quotation select repairing ridden task he did not 

ASSIGNMENT 4 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 
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ASSIGNMENT 5 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 4 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 32 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 4 H- 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 15 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 12 seconds. 
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1. He did not understand the operation of the hydraulic plant. 

2.1 addressed the enclosed envelope myself. (20) 

3. They will study the use of hydrogen in the undergraduate course. 

4. He will undertake the extra task himself. (40) 

5. A self-addressed card is enclosed. 

6.1 understood him to say they could not underwrite the insurance 
plan themselves. (60) 

7. He found the extra part underneath his work bench. 

8. He undertook the job of repairing the old hydrant himself. (80) 

9. Please underline the right answer. 

10. It is my understanding that you yourself did not write the article on 

self-control. (100) 

11. Have you ever ridden in a hydroplane? 

12. The boy read a quotation from an article about hydraulics. (120) 

13. In a self-service store, you can select the items you want yourself. 

14.1 believe he undercharged me for the goods. (140) 

15. The speaker said that selfishness will not bring about self-improvement 
and self-respect. 

16. The book is under the desk. (160) 

17.1 hope this misunderstanding will not affect their friendship. 

18. Aren’t you going to tell your friend, Mrs. Brown, good-by? (180) 

ASSIGNMENT 3 C — Sustained Dictation. Have the sentences in 
Assignment 2 C dictated to you until you can write all the sentences in 
shorthand at the rate of 80 or more words a minute. 

ASSIGNMENT 4 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of the notes you wrote for Assignment 
3C. 



CHAPTER 33 


BUSINESS LETTER DICTATION AND TRANSCRIPTION 


NEW VOCABULARIES 

ASSIGNMENT 1 H — New Vocabulary. Practice reading and writ¬ 
ing each of the new words and phrases for Letters 1, 2, 3 A, 4 A, and 
5 A until you can read and write each one rapidly and accurately. 

ASSIGNMENT 2 H — Writing. Practice writing the shorthand for 
Letters 1 and 2 until you can write each sentence rapidly and accurately. 
As you write each sentence, be certain you can read your own notes. 


LETTER 1. New Vocabulary and Phrases. 

Andover Massachusetts particular street undergo 

among clear drawing drills estimates ^elt 

^ 

foundations hard investiganon overloading overlooking 
Overstreet pressures reports soft sometimes usage 

^ miAO Aid Vioi/o 


we did 


would have 
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LETTER 2. New Vocabulary and Phrases. 

nm 

St. Louis Missouri invoices paid bills least Nancy 


€1-<1aJ LJ'txJj .— 

oversight stores at this time would not have let us have 
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LETTER 3 A. New Vocabulary and Phrases. 

Ijn. - 


irn 




Vancouver British Columbia administered itself memorandum 

Tunr 

November splendid blood contributing Lane Larson 

— z^tc y\xi£ Sy&^ ,A.<z^<iiZud J / 

/ — 
medication recall specialist succeeded symptoms 

l£y L£y UMy dM 

tells tests troubles Dear Doctor 

LETTER 4 A. New Vocabulary and Phrases. 


j j 
00-7 


jeMc (^- i:xdi!xi 


Toronto Ontario Canada dollars etc. greatly practical 

satisfied 

>V7 

none 


yi^jETlX lz&4 

unfortunate contribute Hardy 


yuiMj’ 

\ 

industry 


partly 


part time 



seeking self-help 


self-supporting 


would be 


we can sell 

LETTER 5 A. New Vocabulary and Phrases. 


cUax 

t-"- 


^/iz£e 

'- 

Detroit 

Michigan 

already 

manufacturers ordered 

shipping 

fy 

shortage 

jd- 

shortly 

en^neering expedite 

\Mn 

/ 

extension 

granted 

materials patient presses supplies 
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ENGLISH 

Numbers below ten that are used as the names of streets are usually 
transcribed as words. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 33 of the study guide and complete the assignments 
there before you proceed with the rest of this chapter. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each of 
the shorthand letters in Assignment 2 H until you can transcribe each 
letter at your best typing rate. 

ASSIGNMENT 2 C — Dictation. The following letters are the 
same as those in shorthand in Assignment 2 H. Have each letter dictated 
to you until you can write each letter in shorthand at 80 or more words 
a minute. 

Letter 1. Mr. John Overstreet, 567 Fourth Street, Andover, Massa¬ 
chusetts 02145 

Dear Mr. Overstreet: Contrary to all reports from others, I believe 
I have the facts about the contract (20) that is under investigation. I my¬ 
self have inquired about the particular charge that you were (40) over¬ 
charged for the work we did in making estimates on the cost of the 
building. 

I had to take into account that (60) hydraulic drills would have to 
be used under the foundations in order to make certain there was no 
chance of (80) overloading some soft ground. I also had to be certain 
that the power controls were heavy enough to stand up (100) under hard 
usage. As you know, these controls sometimes undergo excessive pres¬ 
sures. Among other things, I also had (120) to charge for extra help in 
drawing up the extensive plans that you yourself felt were needed. 

I hope this explanation (140) will clear up the matter for you. 
Sincerely yours, (150) 
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Letter 2. Miss Nancy May, 1618 Seventh Street, St. Louis, Missouri 
63577 

Dear Miss May: I am certain there has been an oversight on your 
part because you have not paid your overdue (20) invoices; otherwise, 
we would not have to write to you at this time. 

We try to offer our merchandise at prices (40) under those of other 
stores, but we cannot do so unless our customers pay their bills promptly. 
Will you please let (60) us have at least a part payment on your account 
soon. Yours sincerely, (72) 

ASSIGNMENT 3 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of at least one of the letters you wrote 
in shorthand for Assignment 2 C. 

EXAMINATION 9 

Turn to page 69 of the study guide and complete the four parts 
of Examination 9 before proceeding to Chapter 34 of the textbook. 
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RULE DISCOVERY FOR WRITING 
THE COMBINATIONS ELECTR AND LETTER-LITER 


ASSIGNMENT 1 H — Rule Discovery. Read the following two 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 



COMBINATION 

ELECTR 


W £ 

6 

n 

electricians 

electric 

electrical electrician 




electrification electronics 



electricity 


letterhead 


COM BIN A TIONS LETTER-LITER 

riy-^c^ ££ c^eyi 

\ 

newsletter literal literally literary literature 


ELECTR 

LETTER 

LITER 


WRITING RULES 


Write a capital E thus <£* 
electr and the following vowel. 


Write a capital L thus 
letter!iter. 




to express the combinations 


to express the combinations 


Do not write a printed L for the combinations letter and 
liter because the printed L could be taken for the shorthand 
t-m. 


SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading and Writing. Practice reading and 
writing the words in Assignment 1 H until you can read and write each 
word rapidly and accurately. You should practice writing these words 
until you can write them from dictation at the rate of five or more words 
every ten seconds. 

ASSIGNMENT 3 H — New Vocabulary. Practice reading and 
writing the following words until you can read and write them rapidly 
and accurately. Memorize the abbreviated words that appear in italics. 
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dissa tis tied le t ter 

lettering 

le tters thousands 

attractive 


a 

t! 

klA 
\ — 


carefully clearly 

connections contributed 

English 


_S2yL^ 

A£/xjf lyhnn 

^oyCy^ 

field guild 

heater 

history iron 

print 


\ 

proofread publishes renew repaired 

rural 



-Tje 

t 


stationery-stationary 

stove 

translation 



ASSIGNMENT 4 H — Reading. Read the following sentences until 
you can read them accurately without hesitation. 



11 . 
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12 .. 


<f 




Sc -Jliyi 




~ 1/ 








14 . 


^a/W 


1!^ c5 i^- , 

/) j j ^ -> ^ I — 


16 . 


kJU 




17 


iZCf /- - £r l^.C2yu/^ >2 / 0 ^ 


18 . 



/ -jg^rA- 


ASSIGNMENT 5 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 4 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 34 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 4 H. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 15 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 12 seconds. 

1. The letter he received is for the English Literature Department. 

2. Who did the lettering on the poster? (20) 

3. The Literary Club publishes a newsletter. 

4. Our new letterhead stationery is very attractive. (40) 

5. She purchased an electric stove and an electric iron. 

6. We shall study the history of electricity. (60) 

7. The rural electrification program is included in the budget. 

8. He discussed the field of electronics. (80) 
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9. A literal translation of the speech was given. 

10. The electrical connections are explained in the contract. (100) 

11. There are literally thousands of books in the library. 

12. The electrician repaired the electric heater. (120) 

13. A letter from the editor of a literary magazine is enclosed. 

14. Proofread the letters carefully. (140) 

15. Electricians renew their licenses yearly. 

16. He contributed a large amount to the Literary Guild. (160) 

17. We are dissatisfied with the electric typewriter we purchased recently. 

18. Please print all the letters clearly. (180) 

ASSIGNMENT 3 C — Sustained Dictation. Have the sentences in 
Assignment 2 C dictated to you until you can write all the sentences in 
shorthand at the rate of 80 or more words a minute. 

ASSIGNMENT 4 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of the notes you wrote for Assignment 
3C. 


SPELLING IMPROVEMENT 


1. receiving 

16. 

2. using 

17. 

3. appreciated 

18. 

4. carefully 

19. 

5. surprised 

20. 

6. careful 

21. 

7. immediate 

22. 

8. advice 

23. 

9. advise 

24. 

10. Massachusetts 

25. 

11. earliest 

26. 

12. principle (a rule) 

27. 

13. decide 

28. 

14. Connecticut 

29. 

15. settlement 

30. 
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RULE DISCOVERY FOR WRITING 
THE COMBINATIONS PLATE AND OLOGY 
AND THE SUFFIXES HOOD AND WARD 

ASSIGNMENT 1 H — Rule Discovery. Read the following four 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 

COMBINATION ULATE 

circulated congratulate formulated regulate regulations 


stimulated 

stipulated 



SUFFIX HOOD 


boyhood 

manhood neighborhood 


4 / 

biology 

COMBINATION OLOGY 

£cT 

geology psychology psychological 

j 

sociology 

technology 

J 

theology zoology 



SUFFIX WARD 

/Jc/ dmr,/ ^ 

backward downward forward rewarded upward 

WRITING RULES 

ULA TE Write a small longhand u to express the combination ulate. 

HOOD Write a small longhand h to express the suffix hood. 
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OLOGY 


Write a small disjoined 




to express the combination ology. 


WARD Write a disjoined w symbol to express the suffix ward. 

The word toward is written because it is usually 

pronounced without the emphasis on the ending ward. 


SPEED-BUILDING ASSIGNMENTS 


ASSIGNMENT 2 H — Reading and Writing. Practice reading and 
writing the words in Assignment 1 H until you can read and write each 
word rapidly and accurately. You should practice writing these words 
until you can write them from dictation at the rate of five or more words 
every ten seconds. 


ASSIGNMENT 3 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. 



afterwards 

OAX: 

j 

corrected 


credi ted gradua ted likelihood 

\Vl/^ 

effects grew pencil union 


attended 

J 

to correct 


ASSIGNMENT 4 H — Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 


1. / A 




2 .. 


i 




VTO^ 


3.^ 










4 . 


5 . 


~ \ 
- 


0 /pfT? p, Op 

yux:/. 


.A. 






.A" A* 
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ASSIGNMENT 5 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 4 H in shorthand until you can write each sentence 
rapidly and accurately. 


STUDY GUIDE ASSIGNMENT 

Turn to Unit 35 of the study guide and complete the self-tests there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 4 H. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 15 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 12 seconds. 

1. He can regulate the forward motion of the machine. 

2. The geology teacher discussed the regulations. (20) 
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3. He wanted to visit his boyhood home. 

4. The union stipulated the needed changes in the regulations. (40) 

5. The boy plans to study psychology and biology. 

6. There is little likelihood the event will take place. (60) 

7. He attended special classes in zoology and sociology. 

8. The toy will move backward or forward. (80) 

9. I understand they will study the psychological effects of noise. 

10. Please congratulate the young man for me. (100) 

11. He will be graduated from the school of theology in the spring. 

12. He grew to manhood in this neighborhood. (120) 

13. They circulated a letter regarding the plans they had formulated. 

14. He was rewarded for his efforts. (140) 

15. The professor stimulated his interest in technology. 

16. Try to correct the upward and downward motion. (160) 

17. He credited the wrong amount, but afterwards he corrected the error. 

18. Which pencil is yours and which is mine? (180) 


ASSIGNMENT 3 C ~ Sustained Dictation. Have the sentences in 
Assignment 2 C dictated to you until you can write all the sentences in 
shorthand at the rate of 80 or more words a minute. 


ASSIGNMENT 4 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of the notes you wrote for Assignment 
3 C. 


SPELLING IMPROVEMENT 


1. complete 

2. paid 

3. assistance (aid) 

4. assistant (helper) 

5. original 

6. fourth (number) 

7. ninety 


8. cordially 

9. file 

10. billed (charged for) 

11. build (construction) 

12. vicinity 

13. nine 

14. eighth 


15. filing 

16. misspell 

17. quantity 

18. latter 

19. later 

20. ninth 

21. cannot 
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RULE DISCOVERY FOR WRITING THE COMBINATIONS 
BILITY; SCRIBE-SCRIPT: AND ITIS-ICITIS 


ASSIGNMENT 1 H — Rule Discovery. Read the following three 
groups of words and try to discover the rule for writing each group 
without referring to the rule. Write the rule in your notebook and then 
check to see whether you have made the correct discovery. 


COMBINATION BILITY 





- it^ 

yid 

ability 

dependability 

desirability 

flexibility inability 

liability 

possibility 

responsibility 

responsibilities 

dS 

COMBINA TION SCRIBE-SCRIPT 

h/s ..ds -rs 
— \ 


describe 

inscribed 

rs 

subscribe 

ds 

t 

transcribe 

YbS 

f 

transcribing 

^ / 

postscript 

rs 

/ 

transcript 

description 

inscription 

subscription 


transcription 

COM BIN A TION ITIS-ICITIS 

meningitis peritonitis tonsillitis appendicitis 





)NBITING RULES 

BILITY Write a capital B to express the combination bility. 

When writing the capital B, begin on the line and write 
upward thus^^. 

SCRIBE- Write a printed capital S to express the combinations 
SCRIPT scribe-script. The S may be joined or disjoined. 
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ITIS' Write a disjoined capital I thus xir to express the coni' 

ICITIS binations itis-icitis. 

SPEED-BUILDING ASSIGNMENTS 

ASSIGNMENT 2 H — Reading and Writing. Practice reading and 
writing the words in Assignment 1 H until you can read and write each 
word rapidly and accurately. You should practice writing these words 
until you can write them from dictation at the rate of five or more words 
every ten seconds. 


ASSIGNMENT 3 H — New Vocabulary. Practice reading and 
writing the following words and phrases until you can read and write 
them rapidly and accurately. 




N 

/LoAy^ 

c/ 

• (A" 

accurately 

asset 

assume 

engrave 

ideas initials 


) 


S-eo 


metal 

notes 

preparing 

speak 

he can give 


ASSIGNMENT 4 H ~ Reading. Practice reading the following sen¬ 
tences until you can read them accurately without hesitation. 



9 . 
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10 . 

11 








^ a 




i<iy. 


12 

13 

14 

15 


h/^ L SJU: 


cL 


> 


- 







. Xlc^ ~ 1^ 

~ /j-r -g/ _ 


16 . 

17 . 

18 . 






7^ 




/ 




7^ 







^ rs /-X 


11^ _. _ Z5 




90 ^ yj^y^ yi/£ ,n ^ jg. 


ASSIGNMENT 5 H — Writing. Practice writing each of the sen¬ 
tences in Assignment 4 H in shorthand until you can write each sentence 
rapidly and accurately. 

STUDY GUIDE ASSIGNMENT 

Turn to Unit 36 of the study guide and complete the self-test there 
before you do the next assignment. 

SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each 
shorthand sentence in Assignment 4 H. 

ASSIGNMENT 2 C — Dictation. Have the following sentences 
dictated to you until you can write each group of 20 words in shorthand 
in 15 seconds or less. If you have faithfully practiced the assignments, 
you should now be able to write each group of 20 words in 12 seconds. 


1. She can transcribe her letters accurately. 

2. She is transcribing her notes today. 
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3. What is your best transcription rate? (20) 

4. There is a possibility he can give a description of the man. 

5. Will you please describe what you thought you saw. (40) 

6. What is the cost of a year’s subscription? 

7. I cannot subscribe to his ideas. 

8. Where did he engrave the inscription? (60) 

9. He has the ability to assume the responsibility. 

10. The man has many responsibilities. (80) 

11. Dependability is an important asset. 

12. His inability to speak is a liability. (100) 

13. What do you know about the flexibility of the metal? 

14. We discussed the desirability of the project. (120) 

15. The boy had tonsillitis. 

16. He had appendicitis. 

17. Meningitis and peritonitis are serious. (140) 

18. Please add a postscript to the letter. 

19. She is preparing the transcript now. 

20. His initials are inscribed on his watch. (160) 

ASSIGNMENT 3 C — Sustained Dictation. Have the sentences in 
Assignment 2 C dictated to you until you can write all the sentences in 
shorthand at the rate of 80 or more words a minute. 

ASSIGNMENT 4 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of the notes you wrote for Assignment 
3 C. 

SPELLING IMPROVEMENT 

1. forty 8. sympathy 15. formerly 

2. choose 9. chose 16. necessity 

3. endeavor 10. wear (to have on body) 17. thorough 

4. error 11. asset 18. develop 

5. developing 12. advertisement 19. grateful 

6. height 13. occur 20. occurrence 

7. warehouse 14. permit 21. permitted 



CHAPTER 37 


BUSINESS LETTER DICTATION AMD TRANSCRIPTION 


NEW VOCABULARIES 


ASSIGNMENT 1 H — New Vocabulary. Practice reading and writ¬ 
ing each of the new words and phrases for Letters 1, 2, 3 A, 4 A, and 
5 A until you can read and write each one rapidly and accurately. 

ASSIGNMENT 2 H — Writing. Practice writing the shorthand for 
Letters 1 and 2 until you can write each sentence rapidly and accurately. 
As you write each sentence, be certain you can read your own notes. 


LETTER 1. New Vocabulary and Phrases. 

/C> ^ d. —^ 


Pittsburgh Pennsylvania administration manufacturing 


Anderson components thus transistors to turn 
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LETTER 2. New Vocabulary and Phrases. 

1^' 


Lincoln 

Nebraska 

agriculture 

draft 

establish 

M 

LU 



laboratory 

biological 

biologists 

dealing 

experiences 




lO^rUU:^ 


Howard 

memo 

Parker 

procedure 

processes 

_- 





reading 

requesting 

specimens 

stimulate 

together 


valuable 
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LETTER 3 A. New Vocabulary and Phrases. 



w 


t-O 


Edmonton 

Alberta 

membeiship 

thousand 

circulate 






courses 

degrees 

direct James leading 

McCall 

ruoL^ 





needing 

offerings 

profession 

physiology 

subjects 





teaching 

technological 




LETTER 4 A. New Vocabulary and Phrases. 


n/irEr) 


altogether 

frequently hundred 

hundreds nevertheless 

.ruA 

UA 

) 



S^J2^ 

writer 

brought 

compiling 

compilers 

disease 

X)jL^ 




diseases 

Edward 

engaged fields form 

hepatitis 

jolS 





past 

presently 

refer referred 

research 

Wright 

'f 

\ 




useful 

studies 




LETTER 5 A. New Vocabulary and Phrases. 


T- 



A\j2^ 


agreed greatest organization punctuation regardless 

represent 

.-oA) 

yipjETTiX 


’‘ir- 


satisfy 

unfortunately shorthand 

acquired 

assets 
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cLl^ 

diligent 


matters 


'T'. 

^acquire 


ease 


0 -— 


employees 


means 


pertaining 


Iilu 

habits loyalty 

placed re^ons redone 


Vs 


studying transcribed 

STUDY GUIDE ASSIGNMENT 


73 > 

transcripts 


iMf 

to be able 


Turn to Unit 37 of the study guide and complete the assignments 
there before you proceed with the rest of this chapter. 


SPEED-BUILDING CLASS ASSIGNMENTS 

ASSIGNMENT 1C— Transcription. Practice transcribing each of 
the shorthand letters in Assignment 2 H. 

ASSIGNMENT 2 C — Dictation. The following letters are the 
same as those in shorthand in Assignment 2 H. Have each letter dictated 
to you until you can write each letter in shorthand at 80 or more words 
a minute. 


Letter 1. The Anderson Electric Company, 6742 91st Street, 
Pittsburgh, Pennsylvania 15220 

Gentlemen: In a recent letter to your company, we requested your 
electronics engineer to (20) advise us regarding some problems of manu¬ 
facturing transistors and other electrical components. (40) Thus far, we 
have had no response to this letter. 

Our administration needs this advice immediately. If (60) you are 
unable to furnish us with the information, we shall have to turn else¬ 
where. Please let us know when (80) we may expect to hear from you. 
Yours truly, (88) 


Letter 2. Professor Howard Parker, University of Nebraska, Lincoln, 
Nebraska 68501 

Dear Professor Parker: I have been reading some of the literature 
regarding the biological (20) problems of dealing with the production of 
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laboratory specimens. I suggest you might stimulate some (40) interest 
in this matter if you were to draft a memo to several outstanding biolo¬ 
gists requesting (60) them to give you their experiences. 

I suggest you describe the processes you have used. This procedure 
(80) might establish the desirability of working together on this important 
problem. Those who have done (100) work in the important field of 
agriculture might come up with some valuable ideas. Sincerely yours, 
( 120 ) 


ASSIGNMENT 3 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of at least one of the letters you wrote 
in shorthand for Assignment 2 C. 


FINAL EXAMINATION 

Turn to page 63 of the study guide and complete the final ex¬ 
amination. 



APPENDIX 


SUPPLEMENTARY 

DICTATION AND TRANSCRIPTION MATERIALS 

Each dictation and transcription chapter contains two business let¬ 
ters for homework and class assignment practice. Each of these chapters 
also contains new vocabularies for the business letters that appear in this 
appendix. 

These appendix letters may be used as additional class assignments 
provided there is enough time in the semester to complete the textbook 
and these additional letters. The appendix letters may also be used as 
new material dictation after the new vocabularies are previewed for each 
letter. They also might be used as test letters at the end of each of the 
dictation and transcription chapters. 

Each appendix letter shows the shorthand for the letter followed by 
the letter in print. 


INSTRUCTIONS 

ASSIGNMENT 1 H — New Vocabulary. Refer to the new vocabu¬ 
lary lists for the particular letter and chapter and practice reading and 
writing each of the words and phrases for that letter until you can read 
and write each one rapidly and accurately. 

ASSIGNMENT 2 H — Writing. Practice writing the shorthand for 
each letter until you can write each sentence rapidly and accurately. 

ASSIGNMENT 1 C — Transcription. Practice transcribing each of 
the shorthand letters until you can transcribe each letter at your best 
typing rate. 

ASSIGNMENT 2 C — Dictation. Have each letter dictated to you 
until you can write each letter in shorthand at your best dictation speed. 

ASSIGNMENT 3 C — Own-note Transcription. Transcribe at your 
best typing rate an accurate copy of at least one of the supplementary let¬ 
ters for each chapter. 
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Letter 3A. Dear Miss Black: I am glad to know you are to be at the 
new school Monday night. Some of the older people are to (20) be at 
the school at the same time. I may be able to make it possible for you 
to see some of the people (40) from your class if you care to do so. 

Let me know the time you are to arrive so I can plan to meet you 
at your (60) plane. I can drive you to the school for the Monday night 













Letter 4A. Dear Sir: You may be glad to know I can offer you a 
good car for your use as you go from office to office (20) to meet your 
men. It is a big car. You may keep it at the company garage. Do let us 
know if you can make (40) use of the car so I can get it ready for you. 




Letter 3A. Dear Mr. Wilson: This is the time of year when we all 
begin to think of something we can do during the summer (20) that is 
new. If you have not yet made a plan, we should like to offer you a 
good idea or two. 
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Would you consider going (40) to the country for a week or two to 
live on a cattle ranch? We know of a delightful ranch where you can 
(60) do anything you like. If you would like to take a ship to a far away 
place, we can make it possible for (80) you to do so. 

We operate a travel service for men who wish to discover something 
new to do. We are (100) sure we can give you very good service. We 
hope you will let us prove we can make your summer one that you will 
(120) always remember. Yours truly, (125) 



Letter 4A. Dear Mr. Parker: This morning I came across this item 
that I think you will wish to read. The idea is new (20) to me. I believe 
it may also be new to you. 


I confess the item made me consider whether I should (40) con¬ 
tinue the way I have been going or whether I should plana new course. 
You may count on me to keep anything (60) you say to me between us. 
If you care to discuss this with me, call me at my office any morning this 
week. (80) We shall then set a time when we can meet. Yours truly, 
(89) 
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CHAPTER 13 - LETTERS 3 A AND 4 A 



Letter 3A. Dear Randy: We plan to transfer you to the branch 
office in Indiana if you wish to make this transfer. We (20) want to get 
a good man to handle the business there, and we don’t know of anyone 
better suited to do (40) the job than you. 

Please let us know whether you wish to do this as the company 
manager, Mr. Condon, will (60) be asking us what we plan to do in 
Indiana very soon. I hope, therefore, you will not refuse this (80) 
important job. We desire to build up a good business there. You will 
find that it is a very busy office at (100) this season of the year. May we 
hear from you soon? Yours truly, (110) 





Letter 4A. Dear Mrs. Black: We do not like to admit we have made 
a mistake. We are sorry we sent you the wrong bill. Will (20) you please 
return the bill to us, and we shall see this mistake does not happen again. 


We also want you to know (40) we are having a sale the entire week 
of September 7, at which time you will be able to find what you need 
(60) for fall. We are inviting those who have been buying from us for a 
long time to come Friday, September 4, so (80) they may choose what 
they want before the public sale. 

We shall be glad to send you a free transit pass if you wish to (100) 
have one. With the transit pass, you may come and go when you wish 
and you will not have to pay anything for it. Please (120) advise us 
whether we should send you the pass. Yours truly, (130) 


CHAPTER 17 - LETTERS 3 A AND 4 A 




Letter 3A. Gentlemen: We are happy to quote you new prices on 
the books you will need to stock for fall classes. The enclosed (20) price 
hsts are the most recent ones we have issued. 

The last time you were in this store we showed you some new desks 
and chairs (40) for your office. We hope you have decided to buy some 
of these. You should make plans to do so early because we (60) are told 
prices are to be increased on all office desks and chairs before long. 

If you have any questions, please call (80) on us or telephone and 
we shall endeavor to help you. Yours truly, (93) 
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Letter 4A. Dear Mr. Blakely: We can scarcely see any way we can 
meet the requirements stated in your last note to us. (20) We wish to 
assure you we have no desire to take advantage of the lower prices you 
quoted us some time (40) ago. We do consider the offer you made was 
made in good faith. The quality of the goods has always been (60) high, 
and we are quite willing to consider any adjustment you care to offer. 

We hope an equitable (80) plan can be decided on quickly and 
that an agreement can be reached soon. 

If you care to confer with Mr. (100) Smith, the broker, we shall be 
pleased to have him call you. Yours truly, (111) 


CHAPTER 21 - LETTERS 3 A AND 4 A 



Letter 3A. Dear Mr. Casper: At the conclusion of your last note, 
you stated that a motion was made to remove this case (20) from this 
jurisdiction. This restriction on us is not valid, but we cannot see how 
we can do anything (40) about it. 

Do you have any suggestions that we might follow in bringing this 
matter to the attention of (60) the Water Commissioner? If he would 
take a specific stand on the matter, we might be able to get (80) suffi¬ 
cient help from the Water Commission to offset this decision. 
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The Commissioner has an efficient (100) legal staff and may find 
ways to correct this unjust limitation. May we hear from you soon? 
Yours truly, (119) 
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Letter 4A. Dear Mrs. Powers; Everywhere I go I find everybody ask¬ 
ing for efficient operation at every (20) level. It seems everyone has the 
notion that efficient operation is just a matter of dedication. (40) 1 am 
not willing to accept this view of the matter. 

I believe people are efficient because of sound (60) educational 
practice. Unless teachers teach young people to be efficient, they are 
likely to be inefficient. (80) 

I want my secretary to be efficient in handling mail, in motions she 
makes, and in keeping her (100) time and mine well organized. Unless 
she is taught this, she is not likely to have the kind of qualifications (120) 
I want for a secretary. Yours truly, (128) 



Letter 3A. Dear Mr. Post: In July we will have a position open with 
our company that we think you might be able (20) to help us fill. This 
position involves the employment of a woman with a good disposition 
who can (40) afford to start in the insurance business with the assurance 
of making a good salary in a few short (60) years. In addition to the 
regular duties of the position, she must be able to handle the company’s 
(80) correspondence. 

We want a woman of maturity who has confidence she can demon¬ 
strate her competence (100) in this important type of work. If you 
know some women whom you can recommend to us, please have them 
write us for (120) an appointment. We can interview candidates any 
afternoon at their convenience. Yours sincerely, (139) 


Letter 4A. Dear Miss Porter: We have a very comfortable apartment 
for rent, which we believe you can afford. We (20) regard it to be very 
suitable for your needs. The apartment faces a lovely court, which has a 
nice garden. (40) You’ll not be bothered by airport noises, because 
planes cannot be heard in this section of the city. We have (60) just 
added a new air-conditioning unit. We are putting in new tile on the 
kitchen floor today. 

May I (80) take the liberty of calling you soon in order to set a time 
when I may take you to see this apartment? (100) I am in my office 
daily during business hours; however, I shall be glad to drive you to see 
this apartment (120) at any time convenient to you. We plan to adver¬ 
tise if the apartment is not rented within the (140) next few days. We 
will, I am sure, receive an immediate response to an advertisement. 
Sincerely yours, (159) 





174 



Letter 5A. Dear Mr. Boyle: I shall be in Troy in February to plan 
for the appearance at the post office of the (20) new postmaster, who 
was appointed recently to this important position. I should like very 
much that you (40) give me the authority to make special reference to 
the outstanding work the local post office has (60) done in moving mails 
with dispatch. 

Troy is one of the few cities in which the post office has applied 
science to (80) the movement of first-class and parcel-post mail; 
therefore, I want to stress the significance of this important (100) 
development. 

Many post offices throughout the country should follow the same 
plan, thereby improving the service (120) for everyone in the years 
ahead. If they do not, our postal service will get worse instead of better. 
Sincerely (140) yours, (141) 
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CHAPTER 27 - LETTERS 3 A AND 4 A 



Letter 3A. Gentlemen: On Sunday I noticed your advertisement 
for a secretary who can take dictation, type (20) rapidly, and handle all 
types of office work. I wish to apply for this position. I am listing my 
(40) qualifications below. 

I am single, twenty-one years of age, and live with my parents. I 
had the good fortune to (60) attend a very fine high school and junior 
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college. There, I had special preparation in taking dictation (80) and 
typing business correspondence. I have also had training in general office 
work, and I am a rapid (100) and accurate typist. I realize the impor- 
tance of giving my employer a full day’s work for a day’s (120) pay. I 
rarely missed a day at school, and I am very strong and healthy. 

I can provide you with references (140) from my teachers and pro¬ 
fessors and also a reference from a business firm for which I worked 
during summer (160) and spring vacations. I am confident I can fill the 
position satisfactorily. 


I am free to come to (180) your office for an interview at your 
convenience. My telephone number is 568-1269. (200) Respectfully 
yours, (201) 
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Letter 4A. Dear Mr* Watson: Doubtless you know how important 
it is to protect a person’s future income. Although we (20) cannot pre¬ 
dict the future, we do know that we cannot always prevent an unfore¬ 
seen circumstance that may cause (40) our dollar income to stop. The 
only way one can protect his income in case of illness or accident is 
(60) through insurance. 

We should like to have your permission to plan an insurance pro¬ 
gram for you that will be designed (80) for you personally. In order to 
do this, we shall need certain first-hand information from you, which we 
would (100) prefer to secure by calling at your home some evening soon. 
If you decide to do nothing after we submit a (120) proposal to you, 
you will be free to do so without any obligation to us. We believe, 
however, (140) that unless you now have sufficient protection for you 
and your family, you will want to set aside some money (160) each 
month to pay the premium on a good insurance policy. It will be 
satisfactory to have a (180) doctor’s report. 

If it is agreeable to you, will you please return the enclosed, postage- 
free postal card and (200) indicate on it when we may call on you. 
Sincerely yours, (211) 


CHAPTER 30 - LETTERS 3 A, 4 A, AND 5 A 
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Letter 3A. Miss Frances Black, 2146 Manor Place, Oakland, Cali¬ 
fornia 95362 

Dear Miss Black: We have had such good success with our new 
automated system of records that we want to suggest (20) you try it in 
your new executive office. It is difficult to give an exact report on its 
(40) operation, but we shall try to explain what it can do to remove the 
excess amount of detail work you have to (60) perform. 

This system does not require the services of an expert, nor does it 
require extensive changes in (80) your usual procedures. You merely 
plan what records you want, and then the system does the work. In 
order to (100) make the proper plans, you will need to arrange to make 
an analysis of the kinds of data you want the machine (120) to produce. 
You will also need to be extremely careful in defining the steps needed 
to produce the (140) results you want. 

If you think you would be interested in examining the system, we 
shall be pleased to call (160) Thursday and discuss it with you. Sincerely 
yours, (169) 




Letter 4A. Mrs. Joseph Bates, 870 Cypress Drive, Tacoma, Wash¬ 
ington 98404 


Dear Mrs. Bates; We are sorry to have to report that we have been 
obliged to suspend your son from school for a (20) period of two weeks 
in January. I am sure you realize it is necessary for us to (40) sustain a 
high standard of conduct on the part of all students. 

Your son has been causing trouble in nearly all his (60) classes, and 
he refuses to accept and follow the rules of the school; for example, he 
will often neglect (80) to Take examinations when they are given. He 
also causes excessive noise in the study hall and in (100) the classrooms. 
It has been our experience that if we suspend a person for a week or two, 
he often changes (120) his attitude. 

We hope you will assist us in any way you can to help your son be 
ready to return (140) to school at the expiration of his suspension. 
Sincerely yours, (152) 




Letter 5A. The Oxygen Supply Company, 124 River Road, Winni¬ 
peg, Manitoba 

Gentlemen: We have been purchasing oxygen from your company 
for many years. With the exception of a (20) few orders, you have filled 
ours exactly as we requested; however, the last shipment of liquid oxy¬ 
gen, (40) which we received from your plant, was not up to your usual 
excellent standards. 


We found, for example, that some (60) of the containers were never 
filled to capacity. Some had an excess amount of air in them. We called 
this (80) to the attention of your representative when he was here, but 
he gave us no satisfaction. 

We shall need (100) more oxygen soon, but we do not want to 
place the order with your company until we have a satisfactory (120) 
explanation regarding the last shipment. May we hear from you soon? 
Yours truly, (136) 
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CHAPTER 33 - LETTERS 3 A, 4 A, AND 5 A 



Letter 3A. Dr. Fred Larson, 1457 Park Lane, Vancouver, British 
Columbia 


Dear Doctor Larson: Since I came here in November, I have been 
under the care of a splendid specialist, who (20) seems to understand my 
symptoms and who is getting good results. This doctor has succeeded in 
getting my blood (40) pressure under control. You may recall that my 
high blood pressure was contributing to some of my troubles. He (60) 
tells me that in a short time my system will control my blood pressure 
by itself and that I can stop medication. (80) 

The doctor has asked me to have you send him a memorandum re¬ 
garding the last tests you administered (100) to me. I shall appreciate it 
very much if you will send me any data you have that will be. of (120) 
assistance to my present doctor. Sincerely yours, (128) 



182 



Letter 4A. Mrs. Frank Hardy, 142 Canada Drive, Toronto, Ontario 

Dear Mrs. Hardy: We are seeking contributions to our self-help 
project for the unfortunate. If you can (20) contribute dollars to this 
project, articles we can sell, part-time service, etc., it will aid us greatly. 
(40) 

Many of these persons are over the age when they can secure em¬ 
ployment in business or industry. With (60) some assistance, they can 
become partly self-supporting; otherwise, they will have to accept charity,, 
which none (80) of them wish to do. Many of them would be satisfied if 
they could work an hour or two a day. 

If it isn’t (100) practical for you yourself to give us help, it may be 
you know others who can. I myself shall appreciate (120) anything you 
do for this project. We shall expect to hear from you soon. Sincerely 
yours, (136) 
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Letter 3A. Professor James McCall, University of Alberta, Edmon¬ 
ton, Alberta 

Dear Professor McCall: We expect to increase our course offerings 
in biology, geology, (20) physiology, and psychology during the next 
few years. Upward of four thousand students are expected to take (40) 
these courses, and we are looking forward to having new facilities for 
teaching these subjects. At present we (60) have in the neighborhood of 
a thousand students in our technological courses leading to degrees in 
(80) technology. 

There is a possibility that we shall need the services of a number of 
outstanding (100) professors in each of these fields. If, as you circulate 
among the membership of your profession, you can direct (120) inter¬ 
ested persons to us, we shall appreciate it. Sincerely yours, (139) 
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Letter 4A. Dr. Edward Wright, University of Toronto, Toronto, 
Ontario. 

Dear Doctor Wright: We are presently engaged in research on such 
diseases as hepatitis, appendicitis, (20) meningitis, and peritonitis. We 
have a large staff of research specialists of outstanding ability, (40) but 
frequently we need more persons who are acquainted with the literature 
in each of these fields to serve as (60) compilers of data. 

Literally hundreds of important studies have been made in each of 
these diseases; (80) nevertheless, the information has not been brought 
together in useful form. We know a writer may refer (100) to a particular 
disease; for example, meningitis is referred to in over a hundred studies. 
( 120 ) 

If you have any suggestions to make regarding ways of compiling 
these data, we should like to hear from you. (140) In the past you have 
suggested changes in procedures that have proved to be altogether satis¬ 
factory. (160) Sincerely yours, (163) 
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One of the important reasons for studying shorthand is to be able 
to transcribe your notes in good form at (20) a rapid rate. If, however, 
your transcripts have to be redone, you cannot expect to be rewarded 
with an (40) increase in responsibility or pay. 

The ability to take dictation accurately so as to be (60) able to read 
your shorthand notes with ease is acquired only by diligent practice of 
the right kind. It is the (80) responsibility of every teacher of shorthand 
to make certain students acquire the ability to (100) spell and to use 
correct English and punctuation. The student must also learn that de¬ 
pendability in (120) all matters pertaining to the job is expected of every 
stenographer. This means the employer has (140) a right to expect that 
each transcribed letter is proofread before it is placed on his desk for 
signature. He (160) also has a right to expect regular attendance and 
loyalty. 

Unfortunately, too many employees (180) do not satisfy the organi¬ 
zation for which they work regardless of the training they have had. It is 
agreed (200) that good work habits represent one of your greatest assets. 



VOCABULARY 
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The numbers after the words indicate the chapter number or chapter and 
letter number where the words appear. Abbreviated words are marked with 
an asterisk thus * . 


a 1 

ability 36 
able 3 
*about 18 
above 17-2 
absence 24-2 
*accept 21-1 
*acceptable 14 
*acceptance 24-1 
access 29 
accessories 29 
accident 21-2 
accomplishments 18 
accordance 23 
according 22 
*account 8 
*accountant 28 
^accounting 29 
*accounts 15 
accurate 9-1 
accurately 36 
^acknowledge 31 
*acknowledged 16 
*acknowledgment 18 
acquainted 14 
acquire 37-5 
acquired 37-5 
acquitted 14 
across 9-4 
act 30-1 
action 21-2 
*ad 11 
*add 11 
*added 24-4 
addition 24-3 
additional 19 
address 11 
addressed 32 
addresses 15 
adequate 16 
adjustment 17-4 
*administered 33-3 
*administration 37-1 
*administrative 20 
admire 11 
admit 11 
adopt 11 
advance 24-1 
advances 23 
advantage 17-4 


*advertise 24-4 
*advertisement 24-4 
^advertising 11 
advice 11 
advise 11 
affect 32 
afford 24-3 
*after 27-4 
*afternoon 24-3 
* afterwards 35 
again 13-4 
against 16 
age 27-3 
agency 23 
agent 12 
agents 31 
*ago 14 
*agree 13-1 
*agreeable 27-4 
^agreed 37-5 
*agreement 3 
*agriculture 37-2 
ahead 18 
aid 1 
ail 1 
air 24-4 
airport 22 
*Alberta 37-3 
*all 1 
allow 18 
allowance 24-2 
^already 33-5 
also 5-3 
although 27-4 
*altogether 37-4 
always 9-3 
*am 5-1 
among 33-1 
amount 18 
amounts 18 
*an 12 
analysis 29 
anchor 8 
*and 13-1 
Anderson 37-1 
Andover 33-1 
animal 12 
announce 24-1 
announcement 23 
annoy 23 


annoying 23 
annual 12 
annuity 12 
another 31 
answer 12 

* any 5-4 

* anyone 13-3 

* anything 9-3 

* anywhere 6 
apartment 24-4 
appeal 10 
appear 2 
appearance 24-5 
appendicitis 36 
applicant 12 
applied 24-5 
apply 27-3 
appoint 24-1 
appointed 23 
appointment 24-3 

^appreciate 7 
*appreciated 27-2 
*approximate 16 
*April 30-1 
*are 5-3 
*aren’t 30-1 
around 18 
arrange 28 
arrangement 30-1 
arrangements 28 
arrangers 30-1 
arrive 5-3 
art 22 
article 32 
articles 22 
artist 22 
artists 24-1 
*as 5-4 
*aside 27-4 
ask 9-2 
asked 12 
asking 13-3 
aspect 20 
assessment 29 
asset 36 
assets 37-5 
assignment 14 
assist 29 
assistance 29 
assistant 29 
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association 19 
assortment 22 
assume 36 
assurance 24-3 
assure 17-4 
*at 1 
attach 7 
attend 12 
attended 35 
attendance 23 
attention 21-3 
attitude 30-4 
attorney 24-2 
attractive 34 
audience 24-1 

* August 27-1 
authority 22 
authorized 18 
automated 30-3 

*automobile 23 
available 27-2 
*avenue 5-4 
avoid 23 
await 6 
awake 6 
award 22 
aware 6 
*away 6 
awhile 14 
axle 28 

back 4 
backward 35 
badly 31 
bake 4 
balance 23 
bank 8 
banking 9-2 
basis 29 
Bates 30-4 
*be 1 

beautiful 25 
*because 11 
become 17-1 
been 13-4 
*before 4 
begin 9-3 

* being 9-1 
belief 4 
believe 4 
believes 16 
bell 8 
below 5-1 
bench 32 
benefit 13-1 


best 17-2 
better 9-2 
between 9-4 
big 2 
bill 2 
bills 33-2 
biological 37-2 
biologists 37-2 
biology 35 
black 4 
Blakely 17-4 
blood 33-3 
boards 22 
boat 2 
boil 24-5 
book 8 
books 17-3 
both 18 
bothered 24-4 
bought 2 
bound 18 
bouy 23 
boy 23 
boyhood 35 
Boyle 24-5 
Boynton 24-2 
boys 25 
branch 7 
break 26 
brick 27-2 
bring 8 
bringing 8 

* British Columbia 33-3 
Broadway 30-2 
broke 19 
broken 28 
broker 17-4 
brought 37-4 
brown 18 
Bryant 13-1 
budget 3 
build 13-3 
building 8 
*business 11 
busy 11 
*but 15 
buy 7 

buying 13-4 
*by 1 

cake 4 
calendar 12 
^California 30-3 
call 1 

called 30-5 


calling 13-1 
came 3 
*can 1 

*Canada 33-4 
* candidates 24-3 
*cannot 3 
*can’t 12 
capable 10 
capacity 16 
caps 17-2 
car 1 
card 27-4 
cards 22 
care 1 
careful 20 
carefully 34 
carries 16 
cars 29 
Carter 24-1 
cartons 22 
case 10 
cases 28 
cash 7 
cashier 8 
Casper 21-3 
catalog 17-2 
cattle 9-3 
cause 13-2 
caused 26 
causes 21-2 
causing 30-4 
cement 3 
center 12 
certain 27-4 
*certificate 22 
chain 18 
chair 7 
chairman 18 
chairs 15 
chance 23 
change 28 
changes 30-3 
charge 7 
charging 8 
charities 22 
charity 24-1 
check 7 
checking 8 
cheer 18 
chemistry 18 
*Chicago 30-2 
chief 10 
child 8 
children 17-2 
choose 13-4 
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church 7 
circle 1 
circulate 37-3 
circulated 35 
*circumnavigate 28 
^circumstance 27-4 
*circumstances 27-1 
*cities 24-5 
*city 16 
claims 15 
clarity 22 
class 1 
classes 17-3 
classroom 5-1 
classrooms 30-4 
clear 33-1 
clearly 34 
clerk 5-2 
close (adj.) 9-2 
club 3 
coach 29 
coat 2 

*C. O. D. 26 
collect 20 
collection 21-1 
college 27-3 
come 8 

comfortable 24-4 
coming 8 
commence 24-2 
comment 3 
commented 12 
commission 19 
commissioner 21-3 
commissioners 19 
commitment 3 
communications 19 
communities 15 
community 10 
*company 5-4 
*company’s 24-3 
competence 24-3 
compilers 37-4 
compiling 37-4 
complete 29 
completed 14 
completes 16 
completion 19 
complication 21-2 
comply 26 
components 37-1 
composer 11 
conclusion 21-3 
condition 19 
conditioning 24-4 
conditions 25 


Condon 13-3 
conduct 30-4 
conducts 20 
confer 4 
conference 23 
confess 4 
confidence 24-3 
confident 12 
congratulate 35 
connection ■> 
connections 34 
consensus 29 
consider 4 
considering 27-1 
consign 4 
construction 20 
container 4 
containers 30-5 
contest 16 
continue 9-2 
continued 18 
contraband 31 
contract 31 
contractor 31 
contradict 31 
contrary 31 
contrast 31 
contribute 33-4 
contributed 34 
contributes 31 
contributing 33-3 
contributions 31 
control 31 
controls 31 
convenience 23 
convenient 24-4 
conviction 21-2 
convince 24-1 
convincing 23 
cool 3 
copies 26 
copy 2 
correct 21-3 
corrected 35 
*correspond 20 
* correspondence 24-3 
*correspondent 28 
cost 16 
could 3 
council 4 
council’s 16 
counsel 4 
*count 9-4 
*counter 4 
country 8 
county 4 


course 3 
courses 37-3 
court 24-4 
courtesy 22 
*credit 13-2 
^credited 35 
criticism 29 
crowd 18 
customer’s 22 
cut 3 

Cypress 30-4 

daily 14 
damaged 22 
damages 15 
danger 28 
dangerous 28 
data 11 
date 1 
dates 24-1 
daughter 8 
day 1 
days 15 
day’s 15 
dealing 37-2 
dear 5-1 

*December 24-2 
*decide 13-2 
*decided 13-1 
decision 21-3 
decrease 4 
decreased 23 
decree 4 
dedication 21-4 
deed 1 
defer 4 
deficiency 19 
deficient 19 
define 28 
defining 30-3 
degree 4 
degrees 37-3 
delay 25 
delayed 12 
deli^tful 9-3 
delivered 15 
*demonstrate 16 
“"department 10 
depend 12 
dependability 36 
deposit 11 
depth 27-2 
describe 36 
description 36 
designed 27-4 
desirability 36 
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desire 11 
desired 19 
desk 32 
desks 17-3 
desperate 4 
detail 30-3 
determine 10 
determines 15 
*Detroit 33-5 
development 24-5 
dew 3 
Dexter 30-1 
dictation 27-3 
dictionary 19 
did 2 

difference 23 
different 12 
^difficult 13-1 
*difficulty 13-2 
diligent 37-5 
direct 37-3 
direction 21-2 
director 31 
disable 4 
disabled 33-4 

* disagree 4 
discharge 24-2 

*discount 4 
discover 9-3 
discuss 8 
discussed 19 
disease 37-4 
diseases 37-4 

* dislike 4 
dispatch 24-5 
display 4 
displays 30-1 
dispose 11 
disposition 23 

* dissatisfied 34 
distance 23 

*distribute 30-1 
*distribution 27-1 
divisional 19 
*do 3 
dock 6 
*doctor 10 
*doctor’s 27-4 
document 14 
does 11 
*doing 21-1 
♦dollar 27-4 
♦dollars 33-4 
donation 21-1 
done 15 


don’t 13-2 
Dooley 17-2 
door 28 

♦doubt 18 

♦doubtless 27-4 
down 18 
downward 35 

♦draft 37-2 
draw 5-2 
drawing 33-1 
dress 3 
dresses 16 
drills 33-1 
drive 1 
driving 23 
drop 13-2 
due 3 
dull 3 
during 8 
duties 24-3 

♦each 7 
Earl 4 
earlier 14 
earliest 23 
early 17-1 
earning 9-1 
ease 37-5 
edge 2 
edition 19 
editions 21-1 
editor 2 

♦Edmonton 37-3 
educational 21-4 
Edward 37-4 
effects 35 
efficiency 19 
efficient 19 
effort 22 
efforts 25 
either 13-2 
electric 34 
electrical 34 
electrician 34 
electricians 34 
electricity 34 
electrification 34 
electronics 34 
else 1 

elsewhere 30-1 
emergency 24-2 
emotional 19 
emphasis 29 
employ 27-2 
employee 23 


employees 37-5 
employer 27-3 
employment 24-2 
enacted 28 
♦enclose 14 
♦enclosed 14 
♦enclosing 14 
♦enclosure 31 
encourage 10 
end 17-1 
endeavor 17-3 
endeavored 12 
endorse 25 
engage 10 
engaged 37-4 
engine 10 
engineer 10 
engineering 33-5 
English 34 
engrave 36 
enhance 24-1 
*enjoy, 23 
♦enough 7 
enrollment 14 
entire 13-4 
envelope 11 
equal 22 
equipment 14 
equitable 17-4 
♦error 10 
♦errors 15 
♦especially 20 
♦establish 37-2 
♦established 26 
♦establishment 30-2 
estimate 16 
estimates 33-1 
♦etc. 33-4 
evaluation 19 
even 1 
evening 8 
event 24-1 
events 27-4 
♦ever 20 
♦every 20 
everybody 20 
everyone 20 
everything 20 
everywhere 20 
evidence 24-2 
exact 30-3 
exactly 30-5 
examinations 30-4 
examine 31 
examined 28 
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examining 30-3 
example 30-4 
examples 28 
excellent 28 
*except 28 
*exception 28 
*exceptionally 30-1 
excess 30-3 
excessive 29 
exchange 28 
excited 28 
exciting 30-1 
exclusive 30-2 
excuse (n.) 28 
*executive 28 
exemptions 28 
exhaust 28 
exhaustive 30-2 
exhibit 30-1 
exhibits 28 
exist 28 
expect 29 
expected 28 
expects 28 
expedite 33-5 
expense 28 
experience 30-4 
experienced 28 
experiences 37-2 
expert 30-3 
expiration 30-4 
explain 28 
explained 29 
explanation 30-5 
exposition 28 
extend 28 
extension 33-5 
extensive 30-2 


family 27-4 
famous 30-1 
far 9-3 
fare 9-3 
farther 25 
father 7 
fathers 25 
favor 5-4 
*February 24-5 
fee 4 
feel 1 
*feet 27-2 
fell 1 
felt 33-1 
few 3 

fictional 19 
field 34 
fields 37-4 
figure 3 
file 1 
filed 15 
fill 9-1 
filled 30-5 
film 6 

finance 24-2 
financial 30-2 
find 13-3 
fine 17-1 
finest 16 
finish 7 
fire 4 
fires 25 
firm 12 
* first 16 
fix 2 

flexibility 36 
floor 24-4 
*Florida 30-1 


formation 25 
former 27-1 
formula 25 
formulated 35 
forth 13-1 
fortunately 25 
fortune 25 
forward 35 
found 18 
foundation 19 
foundations 33-1 
fourth 33-1 
Frances 30-3 
Frank 8 
*fraternity 27-1 
Fred 1 
free 13-4 
freeway 29 
*frequent 30-2 
*frequently 37-4 
*Fridav 1 
friend 12 
friends 21-1 
*friendship 32 
from 5-3 
front 27-2 
frontage 27-2 
fuel 3 
full 3 
funds 19 
furnaces 25 
furnish 25 
furnished 25 
furnishings 25 
furniture 25 
further 25 
future 7 


extra 28 

flower 30-1 

extraordinarily 28 

*f.o.b. 26 

extravagance 28 

follow 2 

extreme 28 

food 3 

extremely 28 

fool 3 
foot 18 

face 1 

♦for 1 

faces 24-4 

forecasts 25 

facilities 30-2 

foreclose 25 

fact 20 

foreign 25 

facts 20 

foresight 25 

fail 13-2 

forest 25 

failed 13-1 

forestall 25 

fair 9-3 

forevejr 25 

faith 17-4 

forgei 25 

fall 13-2 

forgot 25 

familiarity 22 

form 37-4 

families 15 

formal 25 


game 17-1 
games 17-1 
garage 2 
garden 24-1 
gauge 2 
gave 2 
geese 1 
general 27-3 
generosity 16 
*gentleman 12 
^gentlemen 17-3 
geology 35 
George 2 
get 1 

getting 24-1 
gifts 15 
give 2 
given 30-4 
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giving 27-3 
5-3 

*gladly 24-2 
*go 1 
*goes 27-1 
* going 8 
*good 1 
*good-by 32 
"^goodness 26 
*goods 15 
got 2 

*government 10 
grade 3 
^graduated 35 
granted 33-5 
*great 11 
*greatest 37-5 
*greatly 33-4 
green 6 
ground 18 
group 20 
guarantee 12 
guess 1 
guild 34 
guilty 14 

habits 37-5 
had 20 
hail 7 
hall 7 
hand 18 
handle 13-3 
handling 21-4 
happen 13-4 
happened 21-2 
happy 17-3 
hard 33-1 
Hardy 33-4 
*has 7 
hasn’t 15 
*have 7 
*haven’t 28 
^having 13-4 
*he 1 
head 16 
healthy 27-3 
hear 7 
heard 22 
hearings 18 
heater 34 
heavy 8 
held 19 
help 7 

hepatitis 37-4 
her 7 
here 7 


high 14 
higher 7 
highway 19 
him 7 
himself 32 
hinge 28 
hire 7 
*his 1 
history 34 
hold 7 
home 7 
homes 15 
hope 7 
hospital 20 
hot 7 
hotel 7 
*hour 21-1 
*hours 24-4 
house 18 
houses 21-1 
how 18 
Howard 37-2 
however 20 
*hundred 37-4 
*hundreds 37-4 
hydrant 32 
hydraulic 32 
hydraulics 32 
hydrogen 32 
hydroplane 32 

I 1 

*Idaho 17-1 
idea 9-3 
ideas 36 
if 5-1 
ill 16 

*Illinois 30-2 
illness 27-4 
*immediate 24-4 
^immediately 15 
^importance 9-1 
*important 9-1 
imposition 23 
impossible 24-2 
improving 24-5 
*in 10 
inability 36 
incline 14 
inclined 14 
include 14 
included 14 
including 14 
income 10 
increase 10 
increased 17-3 


increasing 13-1 
incur 10 
indeed 10 
*Indiana 13-3 
indicate 10 
indication 19 
industry 33-4 
inefficient 21-4 
inflation 19 
^influence 24-1 
information 19 
informed 13-1 
initials 36 
injury 10 
Innis 13-1 
*inquire 25 
*inquired 22 
*inquiry 25 
insanity 10 
inscribed 36 
inscription 36 
*inside 18 
inspect 20 
instance 23 
instead 24-5 
instruct 20 
instructed 24-2 
instructing 20 
instructions 20 
instructor 20 
instrument 20 
instrumental 20 
instruments 20 
insurance 23 
intends 15 
intention 21-1 
interest 27-2 
interested 30-3 
international 27-2 
interview 12 
*into 10 
inventory 31 
investigation 33-1 
invite 10 
inviting 13-4 
*invoice 24-2 
^invoices 33-2 
involves 24-3 
iron 34 
*is 1 
*isn’t 29 
issue 7 
issued 17-3 
*it 1 
item 9-4 
items 17-2 
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*its 15 
*itself 33-3 

James 37-3 
Jane 2 

*January 30-4 
job 12 
John 2 
join 23 
joined 25 
Jones 27-1 
Joseph 30-4 
judge 3 
*July 24-3 
June 3 
*junior 27-3 
jurisdiction 21-3 
just 21-4 
justify 16 


ledger 23 
legal 21-3 
let 5-1 
*letter 34 
letterhead 34 
^lettering 34 
*letters 34 
level 21-4 
liability 36 
liberty 22 
library 21-1 
licenses 23 
light 1 
*like 6 

*likelihood 35 
*likely 21-4 
*likes 16 
limitation 21-3 
* Lincoln 37-2 


majority 22 
*make 5-2 
*makes 21-4 
^making 17-2 
male o 
males 24-5 
man 3 

management 3 
manager 9-2 
manhood 35 
^Manitoba 30-5 
manner 27-1 
Manor 30-3 
*manufacture 25 
*manufacturers 33-5 
* manufacturing 37-1 
many 3 
*March 19 
market 21-1 


*Kansas 17-1 
*keep 5-4 
*keeping 21-4 
kept 4 
key 4 
kind 12 
kinds 30-3 
kitchen 24-4 
knew 3 
know 2 
knows 15 


liquid 30-5 
list 17-2 
listing 27-3 
lists 17-2 
literal 34 
literally 34 
literary 34 
literature 34 
little 2 
live (v.) 9-3 
lives (v.) 27-2 
load 6 


*Massachusetts 33-1 
material 14 
materials 33-5 
matter 13-1 
matters 37-5 
maturity 22 
may 3 
McCall 37-3 
me 5-1 
means 37-5 
meat 5-3 
medication 33-3 


*laboratory 37-2 
lack 4 
lad 1 
lady 2 
laid 1 
lake 4 
lamps 22 
land 12 
Lane 33-3 
language 8 
large 2 
largest 16 
Larson 33-3 
last 16 
late 3 
later 2 
latter 2 
laws 28 
lawyer 31 
lawyers 15 
leading 37-3 
learn 24-1 
lease 4 
least 33-2 


local 2 
long 9-2 
looked 20 
looking 9-1 
lose 15-2 
loss 10 
lost 16 
lot 2 
loud 23 
loudly 18 
lovely 24-4 
lower 5-1 
loyalty 37-5 
luncheon 8 

machine 7 
mad 7 
made 7 
magazine 11 
maid 7 
mail 3 
mailed 12 
mailings 22 
mails 24-5 
main 3 


meet 5-3 
meeting 8 
meetings 15 
member 3 
members 15 

* membership 37-3 
memo 37-z 

*memorandum 33-3 
men 3 

meningitis 36 
mental 3 
mentioned 19 
^merchandise 7 
merchants 15 
merely 30-3 
message 11 
metal 36 
methods 31 

* Miami 30-1 
^Michigan 33-5 

middle 5-1 
might 21-3 
miles 15 
mill 3 
mills 15 
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mine 21-4 
minute 17-2 
miss 3 
missed 27-3 
mission 19 
missionaries 19 
^Missouri 33-2 
mistake 13-4 
*misunderstanding 32 
modern 27-2 
*Monday 5-3 
money 3 
*Montana 17-1 
month 7 
monthly 14 
months 15 
*more 3 
morning 8 
mortgage 14 
most 17-1 
mother 7 
motion 21-3 
motions 21-4 
move 9-2 
moved 15 
movement 24-5 
moving 24-5 
*Mr. 6 
*Mrs. 32 
much 8 
music 11 
must 16 
my 3 
myself 32 

name 3 
named 20 
names 15 
Nancy 33-2 
near 1 
nearly 14 
*Nebraska 37-2 
^necessarily 29 
*necessary 29 
necessity 29 
need 1 
needed 30-3 
needing 37-3 
needs 24-4 
*neglect 30-4 
neighborhood 35 
*never 30-5 
*nevertheless 37-4 
new 3 
newly 25 
news 15 


newsletter 34 
*next 3 
nice 1 
night 5-3 
no 2 
noise 23 
noises 24-4 
none 33-4 
noon 8 
nor 30-3 
*not 3 
note 12 
notebooks 17-2 
noted 12 
notes 36 
nothing 8 
notice 2 
noticed 27-3 
notify 2 
notion 21-4 
*November 33-3 
now 18 
number 27-3 

*Oakland 30-3 
objected 20 
obligation 24-2 
*oblige 24-2 
* obliged 30-4 
^October 24-1 
*of 1 
off 2 
offer 2 
offerings 37-3 
office 2 
officer 29 
offices 27-2 
officials 19 
offset 21-3 
often 30-4 
oil 23 
old 2 
older 5-3 
on 3 
one 9-3 
O’Neil 37-4 
ones 17-3 
only 17-1 
*Ontario 33-4 
open 24-3 
opens 17-2 
operate 7 
operation 19. 
opinion 29 
*oppc)rtunity 24-1 
or 2 


* order 24-1 
*ordered 33-5 

* orders 22 
ordinary 22 

*Oregon 17-1 
*organization 37-5 
^organizations 15 

* organize 11 
*organized 21-4 

* other 31 

* others 31 
otherwise 31 
ought 2 

*our 21-1 
*ours 30-5 
*out 18 
outcome 18 
outfit 18 
outline 18 
*outside 18 
outstanding 22 
*over 31 
overcharged 31 
overcome 31 
overdue 31 
overload 31 
overloading 33-1 
overlooked 31 
overlooking 33-1 
oversight j 3-2 
Overstreet 33-1 
overwhelmed 31 
owe 24-2 
owes 15 
oxygen 28 

pack 22 
page 2 
*paid 23 
painful 29 
paint 18 
paintings 22 

K 15 
30-1 
paper 1 

*parcel post 24-5 
parents 27-3 
pares 15 
park 10 
Parker 37-2 
part 22 

* particular 33-1 
*particularly 22 
partly 33-4 
pass 3 
passed 13-1 
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past 37-4 
patient 33-5 
pay 1 

paying 24-2 
payment 3 
payments 15 
pays 15 
peace 1 
pears 15 
pencil 35 
pencils 17-2 
^Pennsylvania 37-1 
*people 5-3 
percentage 26 
perfect 26 
perfection 26 
perform 27-1 
performance 27-1 
period 30-4 
peritonitis 36 
Perkins 27-1 
permission 27-4 
permit 26 
person 28 
personal 27-2 
personally 26 
persons z6 
person’s 27-4 
pertaining 37-5 
phase 11 
physiology 37-3 
picture 7 
piece 1 

*Pittsburgh 37-1 
place 9-3 
placed 37-5 
plain 2 
plainly 14 
plains 17-3 
plan 2 
plane 2 
planes 17-3 
planning 8 
plans 17-3 
plant 12 
play 17-1 
players 17-1 
playing 23 
plead 10 
pleasant 29 
*please 11 
*pleased 17-4 
plenty 18 
policies 16 
policy 21-2 
poor 20 


popularity 22 
Porter 24-4 
portion 19 
^position 23 
possess 29 
possibility 36 
possible 5-3 
*post 23 
postage 23 
postal 24-5 
poster 23 
postmaster 24-5 
*post office 23 
*post offices 24-5 
postpone 23 
postscript 36 
ower 18 
owers 21-4 
* practical 33-4 
practice 17-1 
predict 27-4 
prefer 27-4 
prefers 26 
premium 26 
*prepaid 26 
preparation 26 
prepare 26 
prepared 31 
preparing 36 
present 26 
presently 37-4 
president 26 
presses 33-5 
pressure 26 
pressures 33-1 
pretty 6 
prevent 27-4 
prevented 26 
previous 26 
price 1 
prices 17-3 
primary 26 
*principal 26 
*principle 26 
print 34 
printed 12 
printing 12 
prior 26 
^privilege 30-1 
problem 26 
problems 26 
procedure 37-2 
procedures 26 
proceed 26 
process 29 
processes 37-2 


procure 26 
produce 30-3 
produced 26 
product 27-1 
production 26 
products 26 
profession 37-3 
professor 26 
professors 37-3 
profits 26 
program 26 
progress 26 
project 26 
promised 26 
promoting 27-2 
promptly 31 
proofread 34 
proper 26 
properties 27-2 
property 26 
proposal 26 
prospect 27-2 
protect 27-4 
protection 26 
proud 18 
prove 8 
proved 29 
provide 26 
provided 27-1 
providing 27-1 
provision 27-1 
psychological 35 
psychology 35 
public lj-4 
publication 19 
publicity 16 
publish 7 
publishes 34 
pump 26 

^punctuation 37-5 
purchase 27-2 
purchased 26 
purchases 26 
purchasing 30-5 
purpose 26 
purposes 27-2 
*put 2 
*puts 29 
^putting 24-4 

qualifications 21-4 
*quality 14 
^quantities 15 
*quantity 31 
quarterly 22 
*question 3 
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*questions 17-3 
quickly 14 
quiet 14 
Quinn 17-1 
quit 14 

* quite 14 
quotas 15 
quotation 32 
quote 17-3 
quoted 14 

race 1 
rack 4 
rail 1 

* railroad 25 

^railway 6 

rain 1 
rake 4 
ran 1 
ranch 7 
Randy 13-3 
rang 8 
rapid 27-3 
rapidly 27-3 
rarely 27-3 
rat 1 
rate 1 
rates 29 
rather 9-2 
rating 13-2 
ration 19 
ray 1 

reached 17-4 
reaction 21-2 
reading 37-2 
ready 1 
realize 27-3 
reason 29 
reasonable 13-2 
reasons 37-5 
recall 33-3 
receipt 15 
receive 13-2 
received 12 
recent 17-3 
recently 24-5 
reception 19 
recess 29 

*recognize 11 
recollection 21-2 
recommend 12 
record 22 
records 30-3 
red 1 

redone 37-5 
reduce 13-1 


reed 1 
refer 37-4 
reference 23 
references 27-3 
referred 37-4 
refund 18 
refuse 11 
refused 12 
refuses 30-4 
*regard 24-4 
*regarding 24-2 
*regardless 37-5 
register 16 
regular 24-3 
regularity 22 
regulate 35 
regulations 35 
relatively 25 
*remember 8 
remittance 23 
remove 21-2 
render 12 
renew 34 
rent 12 
rented 24-4 
repair 8 
repaired 34 
repairing 32 
repeal 4 
replace 27-1 
reply 6 
report 22 
reports 33-1 
*represent 37-5 
*representative 25 
reproduce 26 
request 16 
requested 30-5 
requesting 37-2 
require 17-2 
required 14 
requirements 15 
research 37-4 
residents 15 
*respect 20 
*respectfully 27-3 
response 24-4 
responsibilities 36 
•responsibility 36 
responsible 26 
restriction 21-3 
results 30-3 
return 4 
reverse 4 
review 27-1 
rewarded 35 


rice 1 
ridden 32 
* right 1 
ring 8 
rings 15 
river 30-5 
road 2 
roads 29 
rock 25 
rod 2 
rode 2 
room 5-1 
rooms 16 
Ross 9-1 
rules 22 
rural 34 
rush 17-2 
rusty 19 
said 1 
sail 1 
sails 15 

*St. Louis 33-2 
salary 9-1 
sale 1 
sales 15 
same 3 
sang 8 

*satisfaction 30-5 
*satisfactorily 27-3 
*satisfactory 12 
*satisfied 33-4 
*satisfy 37-5 
*Saturday 5-2 
save 5-2 
saw 6 
say 9-4 
saying 27-1 
says 15 
scarcely 17-4 
scene 27-1 
schedule 14 
scholarship 25 
school 3 
school’s 15 
science 23 
sea 1 
seal 1 
search 15 
season 11 
*secretary 3 
section 19 
secure 3 
securing 24-2 
see 1 
seed 1 
seek 29 
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seeking 33-4 
seems 21-2 
seen 27-1 
seized 31 
select 32 
selected 27-2 
self-addressed 32 
self-control 32 
self-help 33-4 
self-improvement 32 
selfishness 32 
*self-respect 32 
self-service 32 
self-supporting 33-4 
sell 1 

semester 16 
send 13-1 
sends 15 
sent 13-4 
*September 13-4 
serious 10 
serve 27-1 
service 9-3 
services 30-3 
session 19 
sessions 20 
set 1 
settle 1 
settlement 10 
seventh 33-2 
sew 5-3 
shaU 7 
share 7 
she 7 
*ship 7 
*shipment 7 
*shipped 26 

* shipping 33-5 
*ships 15 

shoes 15 
shop 7 

shopping 17-2 

* short 7 
*shortage 33-5 
*shorthand 37-5 
^shortly 33-5 

should 9-1 
show 8 
showed 17-3 
shows 15 
*side 1 
sign 1 

* signature 7 

* significance 24-5 
simplicity 16 

*sincere 24-1 


^sincerely 24-1 
single 8 
sir 5-1 
sit 2 

situation 21-2 
six 2 
size 1 
slice 1 
slowly 18 
small 19 
Smith 17-4 
so 5-3 

sociology 35 
soft 33-1 
sold 2 
solution 19 
some 3 
someone 9-1 
something 8 
sometimes 33-1 
son 3 
soon 3 
sooner 3 
sorry 13-4 
sound 21-1 
south 18 
sow 5-3 
space 20 
sparks 21-2 
speak 36 
speaker 20 
special 20 
specialist 33-3 
specialists 20 
specific 21-3 
specifications 25 
specified 20 
specimens 37-2 
speech 20 
speed 29 
spell 28 
spend 21-1 
spent 20 
*splendid 33-3 
spoke 20 

sponsors 25 
spring 21-1 
staff 20 
stamps 16 
stancf 21-3 
standard 30-4 
standards 22 
standing 24-1 
start 24-3 
state 16 


stated 17-4 
statement 31 
statements 16 
stationary 34 
stationery 34 
stay 31 
steadily 23 
steamship 16 
*stenographer 16 
step 22 
steps 18 
still 24-2 
stimulate 37-2 
stimulated 35 
stingy 28 
stipulated 35 
stock 16 
stop 27-4 
storage 16 
store 16 
stores 33-2 
story 19 
stove 34 
strange 28 
*street 33-1 
stress 24-5 
stringent 28 
strong 22 
student 28 
students 16 
studies 37-4 
study 16 
studying 37-5 
sturdy 25 
style 16 
subjects 37-3 
submit 27-4 
subscribe 36 
subscription 36 

* substitute 16 
subway 6 
succeeded 33-3 
success 29 
successful 29 
such 17-2 

*sufficient 21-3 
*suggest 16 

* suggested 31 

* suggestions 21-3 
suitable 13-2 
suite 27-2 
suited 13-3 
sum 3 
summer 9-3 
sun 3 

*Sunday 27-3 
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^superintendent 12 
supplies 33-5 
supply 30-5 
support 24-1 
*surprise 29 
*surprised 20 
sure 9-1 
survey 30-2 
suspect 29 
suspend 29 
suspension 30-4 
sustain 30-4 
sustained 29 
swim 6 
swing 8 
switch 31 
symptoms 33-3 
system 29 
systematic 29 
sweet 27-2 

tables 15 

*Tacoma 30-4 
tag 7 
take 4 
taking 27-3 
talents 29 
talk 16 
talked 21-2 
tank 16 
task 32 
taught 21-4 
tax 10 
taxes 15 
teach 21-4 
teacher 7 
teachers 21-4 
teaching 37-3 
team 17-1 
teams 17-1 
technological 37-3 
technology 35 
telephone 9-1 
tell 8 
tells 33-3 
tension 19 
term 20 
terms 30-2 
test 16 
tests 33-3 
than 9-1 
thanked 12 
*that 7 
*that’s 29 
*the 1 


their 7 
them 7 
themselves 32 
then 9-4 
theology 35 
there 7 
*thereby 24-5 
*therefore 13-3 
these 15 
they 7 
*thing 8 
* things 17-2 
think 8 
thinks 28 
this 7 
those 13-1 
thought 10 
*thousand 37-3 
^thousands 34 
threw 27-4 
through 27-4 
throughout 18 
*Thursday 30-3 
thus 37-1 
tickets 30-1 
tile 24-4 
time 3 
*to 1 
*today 1 
together 37-2 
told 5-1 
tomorrow 6 
tonsillitis 36 
too 8 
tool 3 
tools 15 
^Toronto 33-4 
total 14 
tough 3 
toward 22 
tower 21-1 
town 18 
toy 23 
track 4 
training 8 
transact 20 
transactions 19 
transcribe 36 
transcribed 37-5 
transcribing 36 
transcript 36 
transcription 36 
transcripts 37-5 
transfer 11 
transistors 37-1 
transit 11 


translate 11 
translation 34 
translations 26 
transmit 11 
transport 22 
travel 9-3 
treatment 12 
tried 13-2 
trip 9-2 
trouble 30-4 
troubles 33-3 
Troy 24-5 
truck 6 
trucks 31 
true 21-2 
truly 14 
try 1 
trying 8 
*Tuesday 22 
turn 3 
turnover 31 
twice 6 
type 1 
typed 18 
types 27-3 
typewriter 18 
typing 27-3 
typist 27-3 

unable 10 
uncle 8 
*under 32 
undercharged 32 
*undergo 33-1 
*undergraduate 32 
underline 32 
underneath 32 
*understand 32 
^understanding 32 
understood 32 
undertake 32 
undertook 32 
*underwrite 32 
^undoubtedly 18 
unemployment 23 
unfair 10 
unforeseen 27-4 
unfortunate 33-4 
unfortunately 37-5 
union 35 
unit 18 

*United States 23 
university 16 
unjust 21-3 
unless 10 



*unpaid 10 
until 11 
unusually 14 
up 5-2 
upward 35 

*us 1 
usage 33-1 
use (n.) 5-4 
use (v.) 11 
used 12 
useful 37-4 
usual 30-3 
usually 30-1 
Utah 17-1 

vacation 21-1 
vacations 27-3 
valid 21-3 
valuable 37-2 
value 3 

* Vancouver 33-3 
vanity 10 
various 30-1 
varsity 17-1 
vases 22 
very 9-3 
vicinity 10 
view 21-4 
visit 1 1 
visited 20 
vouchers 18 

wage 6 
wages 15 
wait 10 
walked 18 
Wallace 9-4 
want 13-2 
wanted 12 
wants 27-2 
war 6 
ware 6 
warm 6 
was 11 

*Washington 30-4 
watch 17-1 
watches 15 
water 6 
Watson 27-4 
way 9-4 
ways 21-3 
we 6 
weak 6 
weakly 15 
wear 6 
weather 25 


*Wednesday 12 
week 6 
weekly 15 
weeks 17-1 
weigh 9-4 
weight 10 
*well 6 
went 14 
were 6 
wet 6 
what 13-3 
whatever 20 
wheat 6 
wheel 6 
when 6 
whenever 20 
where 6 
whether 9-2 
which 9-2 
while 6 
white 6 
who 9-1 
whoever 20 
whom 13-1 
why 10 
*will 6 
* willing 14 
Wilson 9-3 
win 17-1 
♦Winnipeg 30-5 
winter 25 
wires 28 
wise 11 
wish 7 
with 7 
within 15 
without 18 
witnesses 21-2 
woman 6 
women 6 
won 9-3 
wondering 21-2 
won’t 13-1 
wood 6 
word 24-2 
words 26 
work 6 
worked 18 
workers 15 
working 27-1 
worse 24-5 
would 6 
Wright 37-4 
♦write 1 
written 7 
♦writer 37-4 


* writing 9-2 
wrong 13-4 

♦year 9-3 
♦yearly 14 
♦years 24-3 
yellow 2 
yes 11 

♦yesterday 16 
yet 9-3 
*you 3 

* you’ll 24-4 
young 8 

♦your 5-1 
♦yours 24-3 
♦yourself 32 
youth 31 

zoology 35 



ABBREVIATIONS AND SHORTHAND OUTLINES 


about /ro 
accept 

acceptable 

agreed 

agreement 

agriculture 

acceptance ^ 

Alberta 

account d 

a,l / ' 

accountant 

already 

accounting C _ ^ 

altogether 

accounts 

am -— 

acknowledge 

an Q 

acknowledged 

and 

acknowledgment ^Cnm 

any rxy ^ 

anyone run 

ad CX 

anything YUl — 

add G 

anywhere 

added G 

appreciate 

administered 

appreciated 

administration 

r 

approximate 

administrative k^n\ 

advertise 

are A 

advertisement 

aren’t 

advertising Gy^nL ^ 

as ^ , 

aside AA 

after ^ 

at / 

afternoon 

afterwards 

August 

^ y PJ 

automobile' ^ — Zn 

ago 

avenue V 

agree 

away 

^' PJ 

agreeable 

be If- 




because _ ^ 
before ^ 
being Lr ^—- 

British Columbia //-c 
business 
but In 
by ^ ^ 

California 
can CT 

y i 

Canada 

candidates 

cannot 

can’t 

certificate 
Chicago 
circumnavigate 
circumstance 
circumstances 
cities 
city 

C. 0. D. ccl 

company 


company s 
correspond cyt/S 
correspondence C/tys 
correspondent 
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count (Z 
counter a 
credit CA 
credited 
December 
decide 

decided cAiA 
demonstrate 
department ^ 
Detroit 
difficult 

difficulty 2fc, 

disagree 

discount 

dislike 

dissatisfied 

distribute 

distribution M 

do 

doctor or Dr. cIa 
doctor’s 
doing caU 
dollar ^ 
dollars ^ 
doubt oIaO 
doubtless 
draft 


each ^ 

Edmonton 
enclose ^ 
enclosed ^ 

enclosing rjX _ 

enclosure 

enough 

error 

errors 

especially 

xM- 

jLS£nnn 


establish 
established 
establishment 
etc. MaLc 
ever \/ 
every 
except 

exception V 

exceptionally 

\ 

executive 
extra X 
extraordinarily 
extravagance x/xr' 
February 


f o b. 0- 
for ^ 

fraternity 

frequent 

frequently /hf-" 

Friday 

friendship 

gentleman ir^ 

gentlemen 

glad 

gladly 

go Cj 

goes 

going ^ 
good Cf 

' f 

good-by 

goodness 


goods 


feet 
first 
Florida 




government 
graduated 
great 

0 JP 

greatest 

greatly ^ 

has 
have 

haven’t 

having AA 

he PI 
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his ^ 
hour O 


hours 


hundred 


hundreds ^ 

Idaho 

rf 

Illinois ^ 

*' / 

immediate ^ 

immediately 
importance -r 
important ^—-p 

in />7 ^ 

Indiana 

influence YUlr. 


influence 

inquire 

inquired 

inquiry 

inside 

into yil 

Y) 

invoice ' 
invoices Yln/^ 


isn’t 

i. / 

its Ly 

itself 


January 




(Y 


junior r. 

Kansas 

keep 

keeping ^ 

laboratory M 
letter 

p 

lettering ^ 

letters 

like 

likelihood £c-M 

likely 

likes 

Lincoln 


makes 


making 

Manitoba 


manufacture 


Michigan — 

Missouri -J 

misunderstanding 
Monday — 


Montana 


__ 


Nebraska YUL^ 
necessarily YL^- 
necessary yiuy 
neglect 


yiy^ 


nevertheless 


next yty 


not yi 


yxa/Sj 


November 
Oakland p 
oblige > 


oblige 


manufacturers —obliged 
manufacturing October ^ 


March 


Massachusetts 


of V" 


Ontario 


membership —7—opportunity 
memorandum ——^^^^order 

merchandise -ordered 

Miami —^^ orders 


merchandise 


Miami 


orders 
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Oregon 
organization 
organizations y 
organize ^ /xyCj 
organized ^ 
other (3 
others 
our o 
ours 

out o 
outside 
over O 
paid 

P 

parcel post ^ I 

particular 

particularly 

f 

Pennsylvania p 
people 
Pittsburgh 



principal 
principle 
privilege 
punctuation 
put p 
puts p^ 

putting p _- 

quality 

quantities 

quantity 

question ^ 

questions 

quite 

railroad Al/l 
railway 
recognize 
regard y\^ 
regarding AJL^ 
regardless /uz£^ 

remember Al —-- 

represent Aip 
representative>''"t^^^^^ 
respect A.^ 
respectfully/^-^ 
right yAy 
St. Louis 

satisfaction yUy) 
t 


satisfactorily 

satisfactory 

satisfied 

satisfy 

Saturday 

secretary 

self-respect ^ A^ 
September 



street 
substitute 
sufficient 
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suggest .<0^^ underwrite 

suggested undoubtedh 

suggestions United State 

Sunday unnecessary 

superintendent unpaid ) 

surprise us 

surprised Vancouver 


Tacoma Lc _ 

that h 

that’s 

the ’ 

thereby aJ- 

therefore 

thing V—^ 

things 

thousand A? 
thousands 
Thursday h 
to / ^ 

today ^' 


underwrite 

undoubtedly YU^- 

United States 

unnecessary 

unpaid 

us ^ 


Vancouver \rr) 


Washington 

Wednesday 

well 


will ^ 
willing 


Winnipeg 

write 

writer yiA^ 

writing 

year 

yearly 

years 

yesterday 


Toronto 

^ i 

you 

1/ 

\ 

Tuesday Zc) 

you’ll ' 


under LA 

your 


undergo (jUCj 

yours 


undergraduate 

yourself 

r 


understand 

understanding 



PRINCIPAL UNITED STATES CITIES 





Akron 
Albany 

J 

Albuquerque 
Amarillo 
Atlanta 
Austin 

Baltimore 6^ 

Baton Rouge 
Birmingham Lr ^— ^ ^ 

Boston 

Bridgeport 

Buffalo 

Charlotte 

Chattanooga 

Chicago > 5 ^^ 

Cincinnati 

Cleveland 

Columbus 

y ^ - 

Corpus Christi 
Dallas <Mh 
Dayton dU^ 

Denver 
Des Moines 
Detroit 
El Paso 


Evansville 

Flint 

Fort Wayne 
Fort Worth 
Fresno 
Gary 
Glendale 
Grand Rapids 
Greensboro 
Hartford 
Honolulu 



Jacksonville 

6 p 

Jersey City rrf 

Kansas City J 

Lincoln 

Long Beach 

Los Angeles CL 

Louisville X 

Lubbock 

Madison — 

Memphis — 


Miami 




Erie 




Milwaukee 
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Minneapolis “ 
Mobile 

Montgomery — 
Nashville 


Newark 


r}yLC 


New Haven 


New Orleans Dx j 


New York yi/y 
Norfolk yiA^^ 
Oakland 


Oakland 


Oklahoma City 

f 

Omaha ^ ^ 




Paterson 

Philadelphia 

Phoenix 

Pittsburgh 

Portland 

Providence ^ \rcl)q 


Pittsburgh 


Portland 


Richmond 


Rochester 

/ 

Rockford 


Sacramento 


St. Louis 


. 


St. Paul . 

St. Petersburg 

Salt Lake City j 


San Antonio 
San Diego 
San Francisco 
San Jose 
Savannah 
Seattle 
Shreveport 

South Bend ^ ^ 

Spokane .So^ 

Springfield 

Syracuse 

Tacoma — 

Tampa 

Toledo LAlJ, 

Topeka 

Tuscon 

Tulsa Ij2^ 

Washington 

Wichita 

Worcester 

Yonkers 

Youngstown 



PRINCIPAL CANADIAN CITIES 


Calgary 

St. Catharine’s 

Charlottetown 

St. John’s 

Edmonton ^ 

Saskatoon 

Fredericton 

Sherbrooke 

Halifax 

Sudbury 

Hamilton - 

Toronto 

j 

Kitchener C^>>Ty? 

) 

Vancouver lyy? 

London 

Verdun 

Montreal - 

Victoria XHC 

Ottawa j 

Windsor 

Quebec ^ 

Winnipeg 

Regina 

STATES AND POSSESSIONS OF THE UNITED STATES 

Alabama X 

Hawaii 

Idaho cd^ 

Alaska 

Arizona 

Illinois 

Arkansas 

Indiana 

California 

Iowa 

Colorado 

) 

Kansas 

Connecticut 

Kentucky kyvj 

Louisiana ^ 

Delaware c(j^ 

District of Columbia 

Maine 

Florida 

Maryland -"id 

Georgia ^ ^ 

i 

Massachusetts 

Guam 

Michigan - ^ 
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Minnesota 

—rt 

Pennsylvania ^ ^ 

Mississippi - 

—La 

Puerto Rico 

Missouri 

7 

Rhode Island 

Montana 


South Carolina 

Nebraska 

nM- 

South Dakota 

Nevada 

yi/ir 

Tennessee 

New Hampshire TxJl 

Texas ^ 

New Jersey 

7 

YL. _A 

Utah vC 

New Mexico 

Vermont 1/Y 

New York 

rvy 

Virginia V 

North Carolina WC/}^ 

Virgin Islands 1/-/ 

North Dakota 

Washington 

Ohio 


j 

West Virginia ^A/ 

Oklahoma 

Wisconsin 

Oregon j 


Wyoming y(^ 


PROVINCES AND TERRITORIES OF CANADA 
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SUMMARY OF PRINCIPLES 


Sounds or Sound 

Expressed 




Combinations 

by 


Illustrations 

Page 

(p) = prefix 
(s^ = suffix 

(d) = disjoined 


\ 

1 

1 

& 

' 3 

Ref. 

a 

J 

aid 

3 

^d_(p)_ 

__ n 

adverse 


_49 

an_(g)_ 

Ck 

answer 


_ il 

awa (pi_ 

jy 

await 

'•1 

_24 

ax_(g)_ 

_ V 

axis 

- 

_J20 

be 

Ir 

belief 


11 


biiityjs)_ Q, _ability _1_54 

c_(ha.rdl_ Q _ care __3 


c.(soft)__ 

ces s (p or s) 
ch_ 


ds_ D _criticism cyxlA J ^— _124 

dtyjs)_r2^_Ldl_Mdty_ L£I_^ _70 

con_( g)_(C_convey_ _ !_ _12 


contflg)_ 

Jz 

contract 


_J33. 

coun (p)_ 

jC 

county 

CM. 

__i7 

ct tendingl 

c 

convict 

Cnjc. 

87 

d Iga d Jenx^ _ (dj. _ 

noted 

r\U 

_53 

de 


_d^^_ 

_ 

_11 

dexig)_ 


destination 


_11 

diL(pl_ 

_fl_ 

discuss 


__il 

e Qon^I 

JS. 

feel 


_4 

e (short) 


fell 

else 

_4 

ed (past tense) 

Ldl 

delayed 

: &- ■' ; 

__53 

electr (p)_ 

_ 

electric 


_J46 

en_(g)_ 

h 

envy 

)2^ 

__44 

encLCg)_ 


enclose 


__6I 



ever (g or s) 

V/ 

Ldi 

whenever yyis/ 

87 

every (p) 

\/ 

Ldl 

everybody ^ \/MLa 

87 

ex_(g)_ 



expect 

120 

extr.(g)_ 

_ 

_x_ 


extreme yu-l — 

_12i 


for £pJI_ 

foxe_(p)_ 

fur(pj_ 

g(so ft) , 

h_ 

hQpd__ 


^_[dl_foreign 


_L _(dj._fpxecasL_f 

/ __(dl_furnafiS-_ ^ 

_i_(iio_dot}_l3rge,_ 

_yjZ _^hoge_ 

_h __n eigh borhood 


-'ilii 



J07 

107 

107 

._9 

-29 

JiO 
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SUMMARY OF PRINCIPLES. 


Sounds or Sound 
Combinations 
Ip) = prefix 

_ 

hvdr(p)_ 

i (long)_ 


Expressed 

by 

_ Jdl = disioined_ 

_ 

—L _ 


Illustrations 


Page 

Ref. 


___hydraulic 

(no_dot}_sight__ 


_137 

4 



nt 


^center.__ yi_ 

-dough _£2^_got 9 

.choice___98 

biolog^aj__ ’__151 

-geology_ ip H _IJl 

.room yx - book _i3 

otherwiserj/c-o another _<aZ2_J33 

78 


01 _ 

ological_(s)__ 

ol ogy (s) _ 

oo_ 

other-iE.OLS_l_ 

ou 



_[dotte-dJ. 
Ml _ 


__Q- 


out-£E-Or sli 

• a 

outcome — without /n 78 

over 


overdue dL?/ turnover^/'t^>M!9 133 

ow 

o 

how -o 78 

oj^Cpi__- 

.V ■ 

oxygen 1^^ 

Qy_^ 

i 

(dotted) boy 98 

per(p) 

--A- 

(d) person Ill 
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SUMMARY OF PRINCIPLES 


Sounds or Sound 
Combinations 
ip) = prefix 

_ 

position {p_or_s)_ 

RQsL(p_PX^_ 

Eri[pl_ 

DrelE)_ 

EtoXe)_ 

pur(p)_ 

gu_ 

re-(EJ__ 

rd_ 

rityi^_ 

rt_ 

xCbxrd)_ 

_ 

script (s)_ 

^if_[p_or_s)_ 


Expressed 

by 

(d) = disjoined 


Illustrations 


—A- 

__/e_ 


_disj^^tioiL _ _ 

_RQStpon^ _ _ 

_ [dl_£.nyate_ 'p i/A _ 

_ [di_pre^axe__ Pf^ _ 

(A\ _ 


_pro^exd_ 


_(dl_purpose ^—— 

_ omck __61 

_reply_ 11 

_affoxd __ M 

_ (dl_m ^ o nty^ _ 95_ 

alert 94 


wordl 

__:s 

_ 


A 


_48 

154 


_ ru _ day^ 

_ inXQlib^ _ Yi/S\ _ 


_trxnscripl lZ2_J J 4 

_(dl_selfish myself —<jy _131 

assess ^3 124 


^_ 

^QnjC^_ 


_^are_ 

_(dl_divi^roiL__^^^l/: 

basis Ir^ * 


sity_(^_ 

a>_ 

st 


zrt 

;:;±; 


^_S_ 

t_ 

th_ 

thing_ 

tion_(^_^ 
trans (p) 


diversity ^_—— 

_^_ecial___81 

_ c_Qn^ ues t_ _ d^p<5_IQ. 

_ ^Xtain__ 114 

_ extern _ 124 


. tim ^_ _ lA^r^rt _4 

_(crQ^^l_therne___19 

_anything yUL_^ _33 

_._n^ion _>1__ ___^1 

__ transfer ’ ^ * HZ^i 49 


uljatelsl_ 

un.(pi_ 

U.nde^(pL_ 


_ duty ^(Jr2_ i 2_ 

. fpnnulat^__J_50 

.unfair._ J^Yi^ _44 

.understood _J3_1 


_unfair__Z4£^_44 

_understood _J37 

__wojlc_/i>C-_24 

_ {dl_re wa^cd _ _ _J-51 

_:_wh^___24 


wardXsj._ 

wh_ 

V (ending) 


_rexdy_ 



















































